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Buke University 
Burham 
North Carolina 27706 


Office of the Provost (919) 684-2631 


15 February 1988 


To: The Faculties of Duke University 


Dear Colleagues: 


It gives me great pleasure to send you at long last a 
copy of the revised Faculty Handbook. You may recall that 
the previous edition was prepared in 1982. It has taken over 
a year to incorporate all of the changes into a new edition. 
ОҒ course, while these revisions were being паде other 
policies were undergoing review and it seemed unlikely a 
completely up-to-date handbook would ever be produced. То 
some extent, this will always be the case. 


Appreciating this fact, we have taken advantage of word 
processing technology to prepare the present handbook. We 
can now produce camera-ready copy on demand so it will be 
possible to distribute regular revisions, perhaps as often as 
every semester, and keep you apprised of policies as they are 
approved. 


We have made other changes in this handbook as well. 
Most obvious is the inclusion of an index which we hope will 
make the handbook easier to use. You are, of course, always 
welcome to contact my office if you have difficulty locating 
policies or if you have questions about a revision. We have 
also divided the previous Chapter III, which contained 
numerous policies related to faculty affairs, into three 
sections. There are now separate chapters for appointment, 
promotion and tenure; research; and miscellaneous faculty 
information. 


In closing, I want to extend my special thanks to the 
staff who have prepared the present edition -- to Susan 
MacDonald and Kendrick Pleasants in my office and to Judy 
Smith and Elizabeth Matheson in the Bulletins Office. 


Yours truly; 


Phillip А. СЕЕЕЕТЕНЕ 
Provost 
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Сһаргег 1 
THE UNIVERSITY 


General Administration 

Administrative Officers. A complete description of the responsibilities and duties 
of the trustees and administrative officers of the university is provided in Article II 
of the bylaws (see Appendix A of this handbook). The formal organization structures 
of the university are shown in Appendix Y. However, the functions of the trustees 
and officers are described briefly below. 

The Board of Trustees. The board consists of thirty-seven members and has 
vested in it as a group the final authority for the operation of the university. It 
regularly meets four times a year but may call special meetings. Its Executive 
Committee acts for the board between meetings and normally convenes six times 
each year. 

The board elects from its membership a chairman and vice-chairman and or- 
ganizes itself into both standing and ad hoc committees. The former include the 
Executive Committee, the Academic Affairs Committee, the Medical Center Affairs 
Committee, the Business and Finance Committee, the Building and Grounds 
Committee, the Student Affairs Committee, and the Committee for Institutional 
Advancement. Both standing committees and ad hoc committees may undertake other 
such functions as are delegated to them by the trustees. However, in all cases the 
powers and duties of committees are subject to the direction and approval of the 
board. 

President. As chief educational and administrative officer of the university, the 
president is responsible to the Board of Trustees for the supervision, management, 
and government of the university, and for interpreting and carrying out the policies 
of the board. The president, or someone designated by him or her, presides at 
meetings of the university faculty. Under the bylaws the president, after giving his 
or her reasons, may overrule the decisions of the faculty. He or she is also 
responsible for recommending to the trustees persons to hold the other offices of 
the university. 

Provost. The provost is an executive officer of the university, responsible for all 
educational affairs and activities, including research. His or her powers and duties 
are assigned by the president, and he or she reports to the president. The provost 
is a member of the faculty of each college and school, and ex-officio a member of 
each committee (other than committees of the Board of Trustees) or other body 
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concerned with matters for which he or she is responsible. The provost also 
receives recommendations developed by the faculty and educational officers for 
consideration and recommendation to the president. 

Executive Vice-President for Administration and University Counsel. The 
executive vice-president and university counsel is responsible for all business and 
finance, including accounting and auditing, preparation of budgets, fiscal planning, 
and operating of services of the university, as well as all legal matters which 
pertain to the university or Medical Center. 

Dean of the Medical School and Executive Vice-President.! As chief executive 
officer in the area of health affairs under the president and provost, the dean of 
the medical school and executive vice-president is responsible for the operation of 
the Medical Center. Reporting to him or her are the deans of medical education and 
the School of Nursing; the vice-president for health affairs; the assistant vice- 
president for health affairs-development and alumni; and the department chairmen. 

Vice-President for Development and Alumni Affairs. This vice-president has 
responsibility for university development and alumni affairs and reports to the 
president. 

Vice-President for Student Affairs. This vice-president is responsible for the 
various nonacademic aspects of student activity and welfare together with such 
other powers and duties as are assigned by the president. He or she reports to the 
president. 

Secretary. Under the direction of the president, the secretary maintains the 
official records of the university. He or she is also secretary of the Board of 
Trustees and of the general faculty. 

Vice-President for Planning/Analysis and Treasurer. The vice-president for 
planning/analysis and treasurer is responsible for overseeing the university’s long- 
range planning, as well as several treasury functions such as bond financing, 
banking relationships, loans, insurance, real estate administration, and the bursar’s 
office. 


Academic Organization 
Each college and school of the university has its own faculty, which in each 
case includes the president, the provost, and the secretary. 


Undergraduate Education 

Almost all undergraduate education is contained in Trinity College of Arts and 
Sciences, and the School of Engineering. The only exception is a baccalaureate 
degree program in health sciences. Each college and school is administered by a 
dean who is responsible for the academic affairs of his or her area. 

Faculty of Arts and Sciences. This body is composed of the dean of Arts and 
Sciences and Trinity College and of the members of the faculty whose Academic 
Council constituencies are the humanities, social sciences, or natural sciences. 

Faculty of the School of Engineering. The School of Engineering faculty is 
composed of all members of the university faculty who hold a primary or secondary 
appointment in the school. 

Faculty of the School of Nursing. This group is composed of the vice-president 
for health affairs and the dean of the School of Nursing, and faculty members 
holding ranked appointment in the School of Nursing. 


1This title will become effective July 1, 1988. Until then, the position is held 
by the executive vice-president and chancellor for health affairs. 
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Graduate Education 

The Graduate School is administered by the dean who, with the advice of the 
Executive Committee of the graduate faculty, is responsible for coordinating the 
graduate offerings of the various departments of Arts and Sciences, the non- 
professional degree programs of the professional schools, the basic science 
departments in medical and allied health education, and certain professionally orien- 
ted graduate programs as well. The faculty of the Graduate School, which is 
represented by the Executive Committee, consists of those members of the general 
faculty who have been designated by their departments and approved by the dean. 
In departments, schools, and programs where graduate degrees are offered, the dean 
of the Graduate School appoints a director of graduate studies who works closely 
with the Graduate School and the graduate students in his or her area. 


Professional Education 

Each of the seven professional schools at Duke University has a separate faculty 
and academic administration, and is administered by a dean who is the chief 
administrative officer of the school. 

The Divinity School. The Divinity School is administered by the dean. The 
faculty is composed of the dean and all full-time members of the faculty. 

The School of Engineering. The dean and the four department chairmen are 
responsible for the administration of the Engineering School. The academic programs 
offered in the school are determined by its faculty. 

The School of Forestry and Environmental Studies. The Faculty Council of the 
School of Forestry and Environmental Studies, consisting of the dean and four other 
faculty members, develops recommendations in the areas of planning and long-range 
policy. 

The Fuqua School of Business. The dean of the Fuqua School of Business is 
advised on administrative and academic matters by an executive committee and 
members of the faculty. 

The School of Law. The policies affecting the admission of students, curriculum, 
and academic standards in the school are vested in its faculty. The dean appoints 
faculty members to the standing and ad hoc Law School committees. 

Medical and Allied Health Education. The faculty is composed of the dean of the 
Medical School/executive vice-president, the dean of medical education, and the 
chief executive officer of Duke University Hospital, in addition to the faculty 
members in constituent instructional groups including health administration, physical 
therapy, physicians’ assistants, and other allied health programs. All medical and 
allied health education programs are administered by the dean of the Medical 
School/executive vice-president with the advice from the appropriate department 
committees. The dean of medical education is jointly responsible to the dean of the 
Medical School/executive vice-president and the provost for all academic activities 
in the Medical Center exclusive of the School of Nursing. He or she is charged with 
deciding on student admission policies and procedures, curriculum content, and the 
educational activities and teaching facilities of the Medical Center. The dean is also 
concerned with maintaining consistency between university and Medical School 
academic policy. 

The School of Nursing. The faculty of the School of Nursing is composed of the 
dean of the Medical School/executive vice-president, the vice-president and chief 
executive officer of Duke Hospital, the dean of the school, and all members of the 
faculty holding academic appointment. 
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Departments 

The department is the basic academic administrative unit in Arts and Sciences, 
the School of Engineering, and medical and allied health education. 

Each department is administered by a chairman, and in many other respects 
departmental administration is similar across the colleges and schools. In 
departments offering undergraduate instruction, the chairman is assisted by a 
director of undergraduate studies; in departments offering graduate instruction, the 
chairman is assisted by a director of graduate studies. 

In Arts and Sciences, the School of Engineering, and medical and allied health 
education, the department chairman is the official link between the academic 
department and the administration of the university. In this capacity as chairman he 
or she presents departmental needs, objectives, and evaluations of achievement to 
the dean of the college or school and transmits administration policy to his or her 
colleagues. The chairman is responsible for appointment of division heads, budget 
preparation and surveillance, assignment of academic and nonacademic staff, helping 
faculty members obtain grants, assignment of teaching loads, student advising, and 
appointment of department committees concerned with academic affairs. 

In Arts and Sciences and the School of Engineering the dean writes letters of 
appointment, promotion, retention, and termination with copies to the chairman and 
provost. In medical and allied health education and the School of Nursing, these 
letters are written by the dean of the Medical School/executive vice-president. 

Selection of Department Chairmen. In general, chairmen in Arts and Sciences and 
the School of Engineering are on term appointment of three years if appointed from 
within the department, and five years if appointed from without. Chairmanships do 
not automatically rotate but are reviewed early in the last academic year of the 
term. The review procedure begins with a letter from the appropriate dean to each 
member of the department concerned asking advice regarding the next chairmanship 
term. Each individual is invited to write to the dean directly. These letters are 
reviewed by the dean and are discussed with the dean of the Graduate School. 
These deans recommend appointment to the provost who, after reviewing the 
departmental letters, will confer with the president. After approval is obtained, the 
dean of Arts and Sciences or the dean of the School of Engineering will send the 
letter of appointment. 

When the dean, with the approval of the provost, decides that a chairman should 
be appointed from outside the university, the dean will appoint a search committee 
to undertake a search and recommend one or more qualified persons for 
consideration. Search committees have representatives from the department faculty 
and at least one faculty member from another department or school in the 
university. They may also have members from outside the university. 

After the search committee has made its recommendations, the dean will seek the 
approval of the provost who, in turn, will confer with the president. Final 
responsibility for appointment rests with the Board of Trustees. The appointment as 
chairman is usually for five years. 

The selection of a department chairman in medical and allied health education? is 
initiated when a search committee is appointed by the dean of the Medical 
School executive vice-president. The committee is composed of faculty members and, 
when appropriate, medical and/or graduate students and representatives of the house 
staff of Duke University Hospital. Recommendations are solicited from a wide 
variety of sources and announcements and advertisements are placed in various 


2This section is in the process of being revised. 
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publications. At the end of the process the search committee informs the Medical 
School Policy Advisory Committee (MedPAC) of the candidate it endorses. The final 
recommendation is the responsibility of the dean of the Medical School/executive 
vice-president. 


Libraries 

The university librarian administers all libraries except those in the School of 
Law, the Medical Center, and the Fuqua School of Business, which are under the 
direction of the respective deans of those schools. 

The Library Council, established in 1929 by action of the faculty of the 
university, advises the university librarian and the provost on matters relating to 
general policy. In addition, it acts as a sounding board for proposed major changes 
and serves as a communication link between the library and the faculty. The council 
is composed of nine faculty members nominated by the Executive Committee of the 
Academic Council and appointed by the provost for three-year terms, and two 
librarians and two students who serve one-year terms. The university librarian is 
also a member of the Library Council. The council meets in September, February, 
and April of each year and at other times on call of the chairman. 


Summer Session 

The summer session is a part of the twelve-month academic offerings of the 
university and reflects the same academic standards as those of the fall and spring 
semesters. Most of the departments of Arts and Sciences and several of the 
professional schools offer courses during the summer. Each school and department is 
responsible for selecting its courses and faculty, subject to consultation with and 
approval of the director of the summer session. The director of the summer session 
reports to the vice-provost for academic programs and facilities. 


Continuing Education 

The Office of Continuing Education coordinates the continuing education 
activities sponsored by individual departments and programs in the Arts and 
Sciences. The director of continuing education reports to the vice-provost for 
academic programs and facilities. As a rule, professional schools administer separate- 
ly their individual continuing education programs. 

The Office of Continuing Education sponsors programs throughout the year for 
adult audiences from local, state, and national constituencies. Undergraduate and 
graduate adult learners enter Duke through the academic study division of continu- 
ing education, receiving academic advising in this office. Part-time course work and 
the auditing of Duke courses are arranged through this office. The counseling 
program works with adults facing mid-career decisions about employment and 
education. The retirement programs link older adults with university resources and 
needs. 

The short course and conference programs attract both liberal arts and 
professional audiences to campus for noncredit learning. All continuing education 
programs are open to faculty members and their families. 


Office of Research and Development 

Established in 1986, the Office of Research and Development’s chief mission is to 
enhance and facilitate the pursuit of research at Duke University. The office 
provides. a centralized focus for the development of research activity, for the 
securing of research monies from federal, foundation, and corporate sources, and for 
the development and refinement of university policies which effect research and 


Faculty Handbook / 12-87 1/5 


researchers. It draws оп and coordinates the resources and expertise of the Office 
of Research Support, the Grants and Contracts Office, and the Office of Technology 
Transfer (formerly the Patent Administration Office) and works closely with the 
Office of University Development, the various dean’s offices, and the university 
counsel’s office. The office also works in concert with the university committees, 
such as the University Research Council, the Research Policy Committee, and the 
Patent Committee. 


University Archives 

The Duke University Archives, the official archival agency of the university, 
collects, preserves, and administers, in accordance with policies approved by the 
provost, the records of the university having continuing administrative or historical 
value. The University Archives includes published material, photographs, papers of 
student groups and faculty, and selected memorabilia. Subject to provisions for 
safeguarding confidentiality, these records are available to qualified researchers in 
341 Perkins Library. 

Materials pertaining to the Medical Center may be located in the Seeley G. Mudd 
building. 


Administrative Services 

Offices which report to the executive vice-president and another office within 
the university include the director of athletics, the associate vice-president for 
health affairs, and the chief executive officer of Duke Hospital. The athletic 
director is responsible for the university’s intercollegiate athletic program and the 
athletic facilities; he or she also reports to the president. The health affairs liaison 
is the principal interface between the Medical Center and university on questions 
primarily regarding operations. He or she also reports directly to the head of the 
Medical Center. The hospital CEO is responsible for all financial and operating 
components of Duke Hospital, Sea Level Hospital, and the Lenox Baker Hospital. He 
or she also reports to the head of the Medical Center. 

Executive Vice-President and University Counsel. The executive vice-president 
and university counsel is responsible for all business and finance, including 
accounting and auditing, preparation of budgets, fiscal planning, and operating of 
services of the university as well as all legal matters which pertain to the unive- 
rsity or to the Medical Center. He or she has seven departments which report 
directly to him or her and three which report directly to him or her and to another 
area of the university. An organizational chart appears in Appendix Y. 

Vice-President for Planning/Analysis and Treasurer. The vice-president for 
planning/analysis and treasurer is responsible for overseeing the university’s long- 
range planning as well as several treasury functions such as bond financing, banking 
relationships, loans, insurance, real estate administration, and the bursar’s office. 

Associate Vice-President and Corporate Controller. The associate vice-president 
and corporate controller is in charge of all accounting for the university. Reporting 
to him or her are the university controller, the hospital controller, and the director 
of sponsored programs. 

Associate Vice-President for Administration. The associate vice-president for 
administration supervises all operational functions within the university. These 
include physical plant and facilities planning, food service, telecommunications, 
purchasing, material support, housing management, transportation, auxiliaries, human 
resources, and public safety. 

Director of Human Resources. The director of human resources is responsible for 
employee benefits and records, employment, training, labor relations, employee 
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relations, and wage and salary administration. 

Director of Public Safety. The director of public safety is responsible for the 
university police department, the Occupational Safety and Health Program, and the 
vehicle registration and traffic office. 

Assistant Vice-President and Investment Officer. The assistant vice-president and 
investment officer oversees the investment of the university’s endowment, quasi- 
endowment, life income funds, cash management pool, and nonacademic employee 
retirement fund. This office works with the Office of Gift Records in administering 
gifts of securities and works with the academic administration in distributing income 
from the endowment or other funds. 

Director of Internal Audit. The director of internal audit heads a small audit 
staff devoted to financial and systems auditing in the university and Medical Center. 
Audit reports are distributed to senior officers and to the trustee’s Business and 
Finance Committee. 

University Counsel. The university counsel is the legal adviser to the university 
and is responsible for all matters of a legal nature concerning the university and 
Medical Center, including litigation, preparation or approval of all contracts, deeds, 
conveyances, or other documents. 


Office of Government Relations 

The Office of Government Relations represents the interests of Duke before 
local, state, and federal government entities. 

Detailed financial information about the university and the hospitals appear in 
the annual report published each year and kept on file at the university archives. 


Office of University Development 

The Office of University Development is responsible for relating the interests 
and needs of the university to the various constituencies which play an important 
part in the development of the university. 

The Office of University Development is responsible for Duke’s fund-raising 
programs in the areas of annual gifts, capital gifts, and program support. The Office 
of Gifts Records acknowledges gifts to the university and establishes and maintains 
official university records of these gifts. Permanent files on all endowment funds 
are maintained in this office. In addition to the central staff of the Office of 
University Development, development activities exist in the Medical Center, the 
various schools, as well as in several program areas (athletics, Duke Chapel). The 
individuals in these areas have a joint reporting function to their respective deans 
as well as to the central development office. 


Office of University Relations 

The Office of University Relations coordinates Duke’s relations with the public 
media. The staff works closely with the administration, faculty, and staff throughout 
the university to develop newsworthy material for release to newspapers, magazines, 
radio, and television. News conferences are frequently held. In addition, the 
combined staffs of the office regularly initiate and implement informational and 
promotional projects for university constituencies. 


Office of Alumni Affairs 

The Office of Alumni Affairs administers alumni programs. The director of alumni 
affairs is secretary ex-officio of the Board of Directors of the General Alumni 
Association and the Athletic Council. The office coordinates alumni programs in 
each of the schools and programs of the university. 
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Equal Opportunity Officer 

As evidence of Duke University’s intent to offer equal opportunity to its 
employees and applicants for employment without regard to race, color, religion, 
national or ethnic origin, political affiliation, sex, age, or handicap, it has an equal 
opportunity officer who is appointed special assistant to the president. This officer 
is responsible for maintaining a current affirmative action plan and monitoring the 
personnel policies and practices of the university. 


Fiscal and Academic Years 

As established in the bylaws, the university’s fiscal year begins оп July 1 and 
ends on the following June 30. The academic year, also established in the bylaws, 
starts on September | and ends on the following August 31. 

The undergraduate and graduate bulletins and the bulletins of the professional 
schools contain the academic calendars as approved by the president. 
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Chapter 2 
THE UNIVERSITY FACULTY AND ITS ORGANIZATION 


Faculty Rank and Responsibilities 

As defined in Article XX of the University Bylaws, the university faculty 
consists of the president, executive officers of the university, the vice-presidents, 
the secretary of the university (who also serves as the secretary of the faculty), 
the registrar, the university librarian, all deans, professors, associate professors, 
assistant professors, and all other full-time members of the instructional staff and 
other persons designated by the president and approved by the Executive Committee 
of the Board of Trustees or by the Board of Trustees. For special purposes, such as 
participation in faculty benefit programs or membership in the graduate faculty, the 
composition of the faculty may be defined differently. 

The Bylaws of the University also provide that each college and school in the 
university may have a faculty of its own, which shall be composed of the president, 
the provost, the secretary, and all members of the university faculty in the 
particular college or school. Each such faculty shall function under the president 
and other officers of educational administration and subject to the regulations of 
the university faculty. 

Rank and Title. The conventional designations of regular, full-time members of 
the faculty are assistant professor, associate professor, and professor. 

The adjunct title may be used in schools outside the Medical Center to indicate 
a person who contributes to the instructional program of a school or department on 
a part-time basis. This person may or may not be paid. 

Visiting faculty members are designated either as lecturers or with the term 
visiting prefixed to the conventional faculty title. Only regular full-time members of 
the faculty who hold appointments as professors without a qualifying term such as 
research, medical research, adjunct, clinical, consulting, visiting, of the practice of, 
or in residence, are eligible to earn time toward or to hold tenure. These are the 
modified ranks referred to in Article XXII of the University Bylaws. Instructors 
(associates in the Medical Center), lecturers, and part-time faculty members, who 
usually carry titles containing the phrase, part-time, normally do not earn time 
toward tenure. 
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Joint Appointments. Joint ог secondary appointments of faculty members аге not 
unusual. Such appointments are especially appropriate for faculty members qualified 
in two areas of teaching and research, as for example the member of medical and 
allied health education faculty who has both a Ph.D. and M.D. degree. Joint 
appointment procedures normally will be initiated by the department (in the case of 
Arts and Sciences, the School of Engineering, and the School of Medicine) or school 
(elsewhere) in which the appointment is to be made. When a joint appointment is 
recommended, letters of concurrence setting forth the terms of the appointment are 
required from the deans or department chairmen involved. Recommendations made by 
the department chairmen must have the approval of the appropriate dean(s) or the 
dean of the Medical School/executive vice-president and subsequently of the 
provost. As with regular appointments, final approval is required by the Board of 
Trustees. Upon the approval of the provost, the dean, or dean of the Medical 
School/executive vice-president shall write, or authorize the chairman to write, the 
letter of appointment. 

All joint appointments require that one school or department be designated as 
responsible for the primary appointment. This responsibility includes any action in 
regard to academic advancement, termination, and determination of salary level. 
However, it will be up to the department or school in which the secondary 
appointment is to be held to recommend the rank of the secondary appointment. 

In the case of joint appointments in medical and allied health education, the 
designation of a primary appointment is also the determinant of clinical practice 
privileges. The school or department responsible for the secondary appointment may 
by agreement share equally or in a variety of patterns of distribution the 
individual’s work commitments, including research and teaching responsibilities and 
financial remuneration. The primary school or department is usually the academic 
unit whose faculty is composed of members of the scholarly scientific discipline with 
which the individual as a professional is primarily identified. 

Ordinarily a faculty member may not hold more than two academic titles. Faculty 
members who hold an administrative position or a joint appointment in more than 
one department or school carry both titles: dean of the School of Law and professor 
of law; associate professor of psychology and associate professor of zoology. 

Responsibilities. The responsibilities of the members of the faculty are defined in 
Article XX of the Bylaws of the University as follows: 

The university faculty shall be responsible for the conduct of instruction and 
research in the various colleges and schools in the university. It may also consider 
and make recommendations to the president regarding any and all phases of 
education at the university. 

The university faculty shall approve and recommend to the Board of Trustees the 
persons it deems fit to receive degrees or other marks of distinction and the 
establishment of any new degree or diploma. 

Meetings. The university faculty members meet as a body in October, and at 
other times at the call of the president, or the provost, or upon the written request 
of the Executive Committee of the Academic Council or of fifty faculty members. 


Faculty Governance 

Academic Council. In addition to defining the membership and functions of the 
faculty, the university bylaws state that "the university faculty may organize and 
exercise its functions through appropriate councils, committees, or other bodies." 
Therefore, in addition to transacting business as noted above, faculty members also 
participate in the affairs of the university through the Academic Council. The 
Academic Council consists of the president, the provost, and the chairman of the 
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council, ex-officio; and approximately seventy-five members elected for two-year 
terms by their respective divisions and schools. The size of the body varies slightly 
with the size of the faculty as outlined in the bylaws of the university faculty 
(Appendix В). 

The Academic Council elects its own chairman. Responsibility for planning the 
work of the council is vested in an Executive Committee consisting of the chairman 
and six additional members elected from the membership of the council. The 
Executive Committee chooses a vice-chairman and nominates a faculty secretary for 
election by the council. 

In addition, the Executive Committee serves as a committee on committees for 
both the university faculty and the Academic Council. In that capacity, it nominates 
faculty representatives to serve on four broad types of committees: standing 
committees of the university, standing committees of the trustees with faculty 
participation, committees of the Academic Council, and ad hoc committees appointed 
to undertake and complete a specific task, after which they are discharged. The 
latter may be council committees or university committees. A current list of 
committees with a description of their responsibilities is included as Appendix N of 
this handbook. 

Except in emergencies, all major decisions and plans of the administration that 
significantly affect academic affairs are submitted to the Academic Council for an 
expression of its views at some time before implementation or submission to the 
Board of Trustees. The council’s views are transmitted, along with the 
administration’s proposals, to the trustees when the board considers the plans and 
decisions. 

The Bylaws of the University Faculty and of the Academic Council appear as 
Appendix B. 

Undergraduate Faculty Council of Arts and Sciences. This faculty council 
legislates on curricular programs and academic regulations for Trinity College of 
Arts and Sciences. It recommends admissions policies for, and advises on financial 
aid to students in the college, and considers all other matters affecting their 
academic life and learning environment. It seeks to develop appropriate means of 
encouraging and recognizing academic achievement among students and high 
standards of undergraduate teaching. 

Members of the council are elected by the faculty members in the departments 
of Arts and Sciences on the basis of a formula described in Appendix D. 

The council normally meets each month, September through April, and at other 
times at the call of the dean of Trinity College of Arts and Sciences or of the 
council’s Executive Committee, or upon written request to the dean by ten of the 
council’s members. The dean of Trinity College of Arts and Sciences presides at the 
council’s meetings and votes in the event of a tie. Summaries of the actions of the 
council are distributed to the faculty of Arts and Sciences. The preliminary work of 
the council is done largely by committees, most of which are composed of faculty 
members, deans, and undergraduates nominated by the Executive Committee of the 
council and appointed by the dean. 

The Bylaws of the Faculty of Arts and Sciences and the bylaws pertaining to the 
undergraduate Faculty Council of Arts and Sciences are included in this handbook as 
Appendix D. 

Engineering Faculty Council. The Engineering Faculty Council (EFC) of the 
School of Engineering is composed of two representatives of each of the 
departments of the School of Engineering, with the dean of the School of 
Engineering as an ex-officio member. The EFC normally meets monthly during the 
academic year. It elects its own chairman and secretary, the latter serving also as 
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secretary of the faculty of the school. 

The EFC functions as a steering committee for the faculty; its responsibilities 
include the establishment of ad hoc committees to consider and report on matters of 
concern to the faculty. In addition, the EFC has the authority to approve new 
courses and course changes, except those at the doctoral (300) level, for which no 
action beyond departmental faculty recommendation and Graduate School approval is 
needed. 

The Graduate School. The Executive Committee of the graduate faculty, composed 
of elected members of the graduate faculty, advises the dean of the Graduate School 
on various matters. 

The Executive Committee consists of the dean and four representatives each from 
the humanities, biological sciences, physical sciences, and social sciences. Division 
members are elected by their respective divisions for staggered two-year terms. The 
faculty of the Graduate School, which meets on call, depends upon the Executive 
Committee for the formation of policy with respect to graduate education, and for 
the performance of certain delegated duties. 


Professional School Governance 

The Divinity School. The governance of the Divinity School is the shared 
responsibility of the dean, the faculty, and the Educational Affairs Council. The 
Educational Affairs Council, composed of ten members of the faculty of the Divinity 
School and five Divinity School students, 15' а consultative body to the dean on the 
general administrative life of the school. Faculty members serve in an advisory 
capacity to the dean on all matters concerning appointment, promotion, tenure, 
continuation, and termination. Further, the faculty is responsible for determining the 
requirements for graduation. Adjunct faculty members are given voice but not vote. 

The School of Engineering. See Engineering Faculty Council above. 

The School of Forestry and Environmental Studies. The Faculty Council of the 
School of Forestry and Environmental Studies is appointed by the dean and meets 
with him or her in an advisory capacity to consider administrative concerns and 
procedures within the school. The Faculty Council is charged with developing and 
monitoring all academic programs in the school; it also serves as a liaison for 
faculty and students. All matters relating to courses and curriculum are considered 
by the Faculty Council. The Admission and Awards Committee considers all 
candidates for admission and recommends to the dean the distribution of awards. 

The Fuqua School of Business. The governance of the Fuqua School of Business 
is the shared responsibility of the dean and the faculty. The dean’s Advisory 
Council is composed of five elected faculty representatives, the elected secretary of 
the faculty, and the associate dean. The council advises the dean on all matters of 
policy governing the school. Faculty members serve in an advisory capacity to the 
dean on all matters concerning appointment, promotion, tenure, continuation and 
termination. Further, the faculty is responsible for determining graduation 
requirements. 

The School of Law. The governing body of the School of Law is the faculty. 
Faculty committees, typically composed of four faculty members and three students, 
are appointed by the dean. In some cases, such as admissions, the faculty delegates 
its responsibilities to a committee. While students are represented on some 
committees, they do not attend faculty meetings. 

Medical and Allied Health Education. The dean of the Medical School/executive 
vice-president is the executive officer responsible for the operation of Duke 
University Medical Center. The administrative procedures of medical and allied 
health education are influenced by the accreditation requirements of the Medical 
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Center, in particular Duke University Hospital. 

The Medical School Policy Advisory Committee (MedPAC) plays an important role 
in the governance of medical and allied health education. This committee is 
composed of the dean of the Medical School/executive vice-president, the provost, 
the dean of medical education, the chief executive officer of Duke Hospital, the 
department chairmen, and a medical student (usually the president of the Davison 
Society) who is a participant observer. It meets regularly and when called for 
special purposes. 

Basic Sciences Division, the Medical School. The Basic Science Faculty Steering 
Committee is the representative body of the basic science faculty participating in 
major decisions and plans of the Medical Center and university. The Basic Science 
Steering Committee serves as a committee on committees for the basic science 
faculty, nominating faculty representatives to serve on committees of special 
interest to the basic science faculty, such as the Appointment, Promotions, and 
Tenure Committee, or search committees for department chairmen and section heads. 
The Basic Science Faculty Steering Committee does not usurp the function of the 
Academic Council Executive Committee when broad university concerns are to be 
met, but may transmit views from the basic science faculty to the Academic 
Council. 

The Basic Science Faculty Steering Committee is elected at large and must 
contain one faculty member from each of the basic science departments or sections 
and an additional three at-large faculty members, but no more than two from any 
single unit. Members are elected for two year terms. This committee meets regularly 
and when necessary for special purposes. 

The School of Nursing. The faculty members of the School of Nursing meet 
regularly to consider issues relating to the academic affairs of the school. 
Recommendations on policies concerning admissions standards, the curriculum, 
academic progression, graduation, and other matters affecting the academic 
environment are presented by committees on which faculty members, students and 
administrative staff serve. The dean serves as an ex-officio member of all 
committees. He or she presides at the meetings of the faculty and votes in the 
event of a tie. 

The Bylaws of the School of Nursing faculty are contained in Appendix K. 

Bylaws of the Professional Schools. Copies of the Faculty Bylaws for the School 
of Law are available in the dean’s office. The Bylaws of the Fuqua School of 
Business are contained in Appendix H, those of the School of Nursing in Appendix K 
and those of the School of Engineering in Appendix E. The Divinity School, the 
School of Forestry and Environmental Studies, and Medical and Allied Health 
Education do not have faculty bylaws. 


American Association of University Professors 

A chapter of the American Association of University Professors is active on the 
Duke University campus. Although some of the policies and procedures specified in 
this handbook are similar to those recommended by the American Association of 
University Professors and other organizations, the university considers its policies 
to be independent of those of any other agency and is not bound by interpretations 
of its policies suggested by such agencies. 
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Chapter 3 
FACULTY APPOINTMENT, PROMOTION, AND TENURE 


This chapter describes the appointment, promotion, and tenure procedures of the 
faculty. At the time of printing several changes were in process. Faculty in the 
basic medical sciences were beginning to be reviewed by the university Appointment, 
Promotion, and Tenure Committee and faculty in the clinical sciences were following 
revised procedures in medicine. Revised procedures may be found in Appendix J. 


Introduction 

The following section on Appointment, Promotion, and Tenure is applicable to the 
faculty of Arts and Sciences, the School of Engineering, the School of Forestry and 
Environmental Studies, the Divinity School, the Fuqua School of Business, the 
Center for International Studies, the Institute for Statistics and Decision Sciences, 
and for nonmedical faculty appointments in the Center for Health Policy. Research 
and Education.! Procedures for law may be found in Appendix I and for nursing in 
Appendix K. 

The quality of a university faculty is the most vital determinant of a great 
university. Further, the highest standards of appointment, promotion, and awarding 
of tenure are best achieved by a process of careful examination and review. Such 
review is most effectively accomplished by a collaborative process whereby the 
faculty itself, through highly respected representatives, provides its best judgment 
and advice to the responsible administrative officers. 

Judgments of academic excellence are complex. They cannot be reduced to a 
quantitative formula nor can the considerations that must be applied in each 
individual case be adequately described in general terms. At the same time, the 
criteria to be applied in all cases must represent excellence in the quality of the 


ІТһе procedures described іп the following section were recommended by the 
faculty and adopted by the administration in the spring of 1986. At the end of each 
academic year, the provost will convene a meeting of the Executive Committee of 
the Academic Council and the Appointment, Promotion, and Tenure Committee to 
review these procedures. These policies and procedures will then be reviewed 
formally by a special university committee in the 1989/90 academic year. 
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candidate’s performance, especially as а teacher and as а scholar. Scholarly 


productivity must reflect a serious and sustained commitment to the life of 
scholarship. 


Appointment, Promotion, and Tenure 

All members of the university faculty are appointed or promoted by the Board of 
Trustees or the Executive Committee of the Board of Trustees upon the 
recommendation of the provost, with the approval of the president. 

Appointment, and Promotion without Tenure. Faculty appointments may be made 
without tenure either in a tenure-track or a nontenure-track. The terms of that 
appointment shall be made clear to the faculty member at the time of appointment. 

Tenure-track positions are normally filled by faculty with the Ph.D. at the three 
regular ranks. A tenure-track position may be filled by a candidate without the 
Ph.D. at the rank of lecturer or instructor. When such an appointment is made, the 
faculty member will not begin to accrue time toward tenure until the degree is 
awarded and he or she has been given a title in a regular rank. Subject to 
variations in some schools or departments initial appointment to a tenure-track 
position without tenure in a regular rank will be for a term of four years. 

Faculty who do not hold tenure-track positions will be given modified titles; the 
list approved by the Board of Trustees appears in Chapter 2 of this handbook. Term 
(nontenured) appointments at the ranks of instructor, lecturer, assistant professor, 
and associate professor and promotions to assistant or associate professor without 
tenure shall be made by the provost, based on appropriate recommendations by the 
deans or directors of programs in accordance with internal departmental or school 
procedures. Additional review by an advisory committee is not required. 

Annual Reviews and Reappointment to a Second Term. Annual reviews of 
nontenured regular-rank faculty will be conducted by the director of a program, 
chairman, or dean for the purpose of providing direction and advice to the faculty 
member regarding progress at Duke. In general, the advice of senior faculty in the 
unit will be solicited for this review. Renewal of the initial appointment for a 
second term which may extend through the end of the probationary period will be 
made only on the basis of a careful departmental or school review and of approval 
by the dean and provost. The purpose of this comprehensive review is to develop a 
judgment as to the faculty member’s probable suitability for tenure at Duke. Once 
approval has been granted for the second term appointment, the faculty member 
becomes eligible to apply for a junior faculty leave (see policy on leaves). 

Appointment and Promotion with Tenure. Appointments or promotions of full-time 
faculty members to tenured rank are made upon recommendations originating in the 
programs, departments, and schools. Recommendations for appointments from the 
outside must take into account program, departmental, school, and university needs. 

Tenure at Duke University, whether awarded to a faculty member currently on 
the Duke faculty or offered to a scholar who is being recruited for the Duke 
faculty, should be reserved for those who have clearly demonstrated through their 
performance as scholars and teachers that their work has been widely perceived 
among their peers as outstanding. Persons holding the rank of associate professor 
with tenure are expected to stand in competition with the foremost persons of 
similar rank in similar fields. Good teaching and university service should be 
expected but cannot in and of themselves be sufficient grounds for tenure. The 
expectation of continuous intellectual development and leadership as demonstrated by 
published scholarship that is recognized by leading scholars at Duke and elsewhere 
must be an indispensable qualification for tenure at Duke University. 

Full professors play a critical role in determining the intellectual quality of the 
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university. Thus the rank of professor should be reserved for those who have 
clearly met the criteria for tenure and have demonstrated their continuous 
intellectual development and leadership. It should be clear that appointment to 
associate professor does not necessarily imply eventual promotion to full professor. 
Length of service alone should not produce an expectation for promotion. 

Responsibilities of the Department, Program, or School. All departments, 
programs, and schools must have a set of formal procedures to govern their internal 
evaluation processes. The deans, directors, and department chairmen are responsible 
for submitting these procedures to the provost. The provost will review the 
procedures and assure that they are generally acceptable and consistent with the 
policies described herein. Once endorsed, the deans, directors, and department 
chairmen will be responsible for distributing these procedures to all members of the 
department, program, or school and to new members of the faculty at the time of 
appointment. 

Appointments. For appointments at the rank of associate professor with tenure 
or at the rank of full professor made from outside Duke University, the evaluation 
process can be initiated at any convenient time. Although the thoroughness and 
completeness of the process must not be compromised, sometimes the evaluation may 
pose problems in the recruitment process and must be conducted with delicacy and 
dispatch. The procedures to be followed are essentially the same as those for 
promotion described below and will be initiated whenever the outside scholar 
indicates a willingness to become a candidate and the program, department, or 
school places his or her name in nomination along with a dossier (see section on 
dossier). 

Promotion and Tenure. Reviews for granting tenure or for promotion to associate 
professor with tenure or to professor shall be conducted first in the basic academic 
unit, be it the department (in Arts and Sciences or the School of Engineering), the 
center or institute, or the school. The head of the unit shall inform the candidate 
of the review and indicate the approximate time in which the review process will be 
completed. When the unit has completed its review, if it has reached a favorable 
decision the chairman shall forward the recommendation along with the complete 
dossier (see section on dossier) of the candidate to the dean, and the dean, in turn, 
to the provost. A recommendation for promotion and/or tenure is made by secret 
unsigned ballot of tenured faculty members, consistent with the unit’s procedure. 
These recommendations should be forwarded along with a list of those present and 
the tally of the vote. 

When the departmental or school review reaches a negative conclusion, the 
chairman shall inform the dean and the candidate of the decision and the reasons 
for it. The provost may review the dossiers of all faculty whose candidacy for 
tenure has been given a negative judgment by their departments or schools. All 
faculty members have the right to appeal departmental decisions to the provost. 

When a department (or school) has fewer than five tenured faculty available to 
vote, the provost shall add, after consulting with the chairman (or dean), tenured 
faculty members from other departments (or schools) who аге considered 
knowledgeable in the candidate’s area. In this way, the voting membership of those 
passing on the candidate’s credentials will number at least five. 

Schedule. Formal review procedures for promotion and/or tenure by the 
department or school shall be initiated in the spring or summer of the academic 
year prior to that in which action by the Board of Trustees is required. Review 
schedules may vary slightly among the schools. It should, however, be noted that 
the work of the provost’s Advisory Committee on Appointment, Promotion, and 
Tenure is conducted principally during the regular academic year. Faculty members 
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will be notified of the provost’s decision by April 1 when the department ог 
school’s recommendation is submitted to the committee no later than November 1 
for promotion to full professor and December 1 for promotion with tenure. 

Dossier. It is the responsibility of the recommending unit to assemble all the 
materials necessary for the review. The director of a program, chairman (in Arts 
and Sciences or the School of Engineering), or dean has the responsibility of 
insuring that the dossier sent on for review is as complete as possible. 

The complete list of materials to be included in the dossier is available from the 
Office of the Provost. 

Responsibilities of the Deans of Arts and Sciences and Engineering. In Arts and 
Sciences and the School of Engineering, the dean will examine the dossier submitted 
by a department and, if the dean considers it incomplete or inadequate, return it to 
the department for more preparation. If the dean considers the dossier adequately 
presented and documented, it will be forwarded to the provost. The dean may, at 
this time, present in writing additional information about the school, its goals, 
needs, and the relation of the dossier to them, as well as his or her assessment of 
the candidate’s scholarly credentials and suitability for tenure or promotion. 

Responsibilities of Provost’s Advisory Committee on Appointment, Promotion and 
Tenure. All appointments and promotions that confer tenure and promotions to the 
rank of professor shall be considered by the Advisory Committee on Appointment, 
Promotion and Tenure (AP&T), a group which advises the provost. 

This committee is appointed by the provost and, in addition to the chairman, 
consists of twelve full professors nominated by the Executive Committee of the 
Academic Council (ECAC) on the basis of scholarly distinction, aptitude for service 
on this demanding committee, and availability for the term involved. In making 
nominations, ECAC shall seek balance among divisions, schools, and academic 
disciplines within the faculty. Normally at least two members will come from the 
Division of Humanities, two from the Division of Social Sciences, two from the 
Division of Natural Sciences, one from the School of Engineering, one from the 
Fuqua School of Business, one from the Divinity School, and three from other units 
subject to review or from the basic medical sciences. The chairman shall be a 
faculty member nominated by ECAC and appointed by the provost. The chairman will 
be appointed for a one year term, renewable. The president, the provost, and the 
dean of the Graduate School will serve as nonvoting ex-officio members of the 
committee. 

The Advisory Committee on Appointment, Promotion, and Tenure is charged with 
evaluating the dossiers forwarded to it, consistent with standards enunciated in this 
document. If a dossier seems to lack certain documentation or if the nature of the 
information is unclear to members of the committee, the committee will ask the 
chairman, director of the program, or dean of the originating unit for clarification. 
The AP&T Committee may supplement the outside letters received about a candidate 
with additional letters or reports from evaluators who are competent to judge the 
candidate’s scholarship. 

The chairman or dean of the appropriate department or school will be kept 
informed of the significant issues raised in the course of the evaluation. 

If the AP&T Committee regards the case as clear cut it may make its 
recommendation on that basis. Otherwise, it may decide to invite an ad hoc panel of 
experts to provide additional advice to the committee on the candidate’s 
qualification. In constituting the ad hoc panel, the AP&T Committee will consider 
nominations made by the department or school (see section on dossier) as well as 
suggestions from its own members. An attempt should be made to appoint to the ad 
hoc panel individuals knowledgeable about the candidate’s field and representing a 


Faculty Handbook / 12-87 3/4 


=. 


balance of perspectives. A member of the AP&T Committee normally will serve as 
liaison between the committee and the ad hoc panel. 

Individual faculty members may write to the AP&T Committee (or to the provost 
who will refer such letters to the AP&T Committee) with regard to any case being 
considered by that committee. Such communications will be added to the dossier and 
kept confidential. 

The Advisory Committee on Appointment, Promotion, and Tenure must then 
formulate its own recommendations for presentation to the provost. If a quorum of 
nine voting members is not present when a vote is taken, a recommendation would 
be considered final only if enough votes, affirmative or negative, are cast to 
represent an absolute majority (seven) of the committee. In the event the AP&T 
recommendation is negative, the provost will review the dossier, prior to 
notification of the candidate or department, to determine whether all factors 
relating to the merit and value of the candidate including ethnic, racial, and gender 
diversity have been fully and adequately considered. 

The provost will inform the AP&T Committee of his or her decisions. Should the 
provost choose not to accept the recommendation made by the AP&T Committee, the 
provost shall so inform the committee in writing and indicate the basis for the 
decision. 

The provost will communicate to the appropriate dean his or her decision and 
the major factors underlying it. The dean of the school is responsible for 
transmitting this information to the chairman of the department, if there is one, 
and either the dean or chairman will communicate this to the candidate. If the 
decision is negative, the department or school will have two weeks within which it 
can communicate to the provost any grounds on which it feels the decision taken is 
inappropriate. On the basis of this appeal, the provost may then either refer the 
case back to AP&T, including the departmental appeal, and ask for reconsideration 
or make his or her decision without referral and communicate it back. On any one 
case the department or school is limited to one appeal of the decision by the 
provost. 

When the provost’s recommendation is favorable the provost shall consult with 
the president, and, with the president’s approval, the provost shall submit the 
recommendation to the Board of Trustees for final action. 

Records of each case shall be properly safeguarded and when the case is 
completed, retained, or deposited under appropriate controls in the University 
Archives for a period to be determined by the university counsel. 
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Chapter 4 
PROFESSIONAL AFFAIRS OF THE FACULTY 


Academic Freedom and Academic Tenure 

Duke University has a long tradition of guarding responsible academic freedom 
for all its instructional staff, and the university itself cherishes and guards against 
incursions upon its own essential academic freedoms. 

Academic tenure may be achieved for a specified period of time in the case of 
term appointments, or indefinitely in the case of continuous academic tenure 
appointments. Such appointments may be terminated for misconduct or neglect of 
duty, or because of a change in the academic program made with the advice of the 
appropriate body or bodies of the faculty, as a consequence of financial exigency or 
for any other reason which discontinues or reduces a segment of the university’s 
research or educational program. | 

A faculty member may request a hearing before a panel of the Faculty Hearing 
Committee on any question involving termination for misconduct or neglect of duty, 
tenure status, alleged violations of academic freedom, or alleged violations of due 
process in decisions with respect to renewal of term appointments, granting of 
tenure, or promotion in rank. 

A complete statement of policies and procedures with respect to academic 
freedom and tenure is attached to this handbook as Appendix C. 


Advanced Degrees 

Faculty members at the professorial ranks are permitted to earn advanced 
degrees in disciplines other than their own, with the approval of both of the 
departments or schools involved and that of the provost. 

Faculty members who wish to pursue another degree should submit a letter of 
their intention to their chairman and dean with a copy to the provost or dean of 
the Medical School/executive vice-president. 


Distinguished Professorships 

The university bears special witness to its intellectual commitment through its 
program of distinguished professorships. Appointment to a named chair is the 
highest honor the university can bestow upon a member of its faculty. There are 
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three types of distinguished professorships at Duke University: the James В. Duke 
Professorships, the individually named chairs, and the University Distinguished 
Service Professorships. 

The James B. Duke Professorships were created by a special grant of The Duke 
Endowment to honor well-established members of the Duke academic community, 
irrespective of field, who have also achieved singular distinction as creative 
scholars. The individually named chairs also honor specific individuals who have 
achieved distinction as creative scholars. All are for specific fields designated by 
their donors. The University Distinguished Service Professorships were created to 
recognize outstanding contributions to the university through administration and 
teaching as well as individual scholarship, and appointees may include emeritus 
professors. 

Appointments to all distinguished professorships are made on recommendation of 
the provost after full consideration of nominations by the provost’s Advisory 
Committee on Distinguished Professorships. This committee, appointed annually by 
the provost, is composed of twelve distinguished professors. In cases where a 
faculty member is being considered simultaneously for an appointment at Duke and a 
distinguished professorship, the provost’s Advisory Committee on Appointment, 
Promotion, and Tenure (or its equivalent in law, medicine, and nursing) is asked to 
consider the appointment to a full professorship before the Distinguished Professors 
Committee considers the case for a named chair. 


Faculty Compensation 

Salary Determination for Term of Academic Appointment. The primary 
responsibility for initiating salary recommendations lies with the administrator in 
charge of the basic academic unit involved. In the case of academic departments, 
this is the departmental chairman; in the case of academic units lacking 
departmental organization, this is the school’s dean or in the case of medicine the 
dean of the Medical School/executive vice-president; in the case of special units 
such as institutes, centers, laboratories, etc., this is the unit’s director. If the 
faculty member holds appointments in two or more units that contribute to his or 
her salary, the primary department shall be responsible for submitting the recom- 
mendation. When the administrator in charge of the unit reports to a dean, he or 
she will make salary recommendations to the dean at the time of the budget 
submission for the next academic (fiscal) year. If the administrator in charge of the 
unit reports directly to the provost, he or she will make a recommendation to the 
provost at the same time as the deans. If the administrator reports to the dean of 
the Medical School/executive vice-president, he or she will make recommendations 
to him or her. The provost and dean of the Medical School/executive vice-president 
make their recommendations to the president and the salaries become part of the 
university budget that is approved by the Board of Trustees. 

Shared or Substitutive Compensation. A program, school, or department requiring 
the services of a member of the faculty from another academic unit on a regular 
basis should negotiate for those services with the individual and the department or 
school of the faculty member’s primary appointment. Allocation of salary costs for 
the individual involved, and the resulting adjustment of departmental or school 
budgets, should be negotiated by the appropriate dean(s) and department head(s). 
See also the section entitled Joint Appointments in Chapter 2. 

Occasional, as distinguished from regular, assistance should be provided without 
compensation as a service within the university community. 

Because the academic year runs from September through August, most faculty 
appointments outside the Medical Center begin in September. Thus, it has been 
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policy in most of the units of the university to рау new faculty on nine-month 
appointments their initial one-twelfth (1/12th) of salary in September of their first 
year and to continue payment through August of their terminal year (except for 
retirements or resignations that occur at other times in the year). 

For various reasons, this policy is at times unsatisfactory. In cases where 
hardship is apparent, a ledger account may be established for an individual much 
like a travel advance. The dean will vouch for the faculty member’s status with the 
university, and he or she will leave a personal check with the bursar to be cleared 
on September 25. In cases where duties are to be assumed prior to September, 
arrangements may be made for the appointment to begin in July or August. How- 
ever, in these cases the dean must make it clear that the individual has agreed to 
this option and that the last salary payment for a given year’s work will be made 
in June or July rather than August. A copy of the agreement should be sent to the 
provost so that the salary payment may be initiated and the appropriate record 
made in the faculty member’s file. 

This policy does not govern compensation to faculty members for consulting 
activities outside the university. 

Supplemental Remuneration. Any pay for work performed in addition to the 
faculty member’s regular duties is considered supplemental by the university. The 
university recognizes two types of supplemental remuneration. Supplementary pay is 
compensation for special assignments above and beyond the faculty member’s regular 
work load (100 percent effort). Salary supplement is pay for assignments taken on 
(usually during the summer) that fall outside the faculty member’s term of 
appointment, be it a nine-month, ten-month, or eleven-month appointment. In the 
extremely unusual situation where supplementary pay is requested when one is 
already receiving a salary supplement, both policies shall pertain. 

Supplementary Pay. Normally, faculty members should not receive supplementary 
pay, that is, remuneration for additional work performed during their regular 
appointment term, since they are already being paid for full-time service (100 
percent effort). Payments for additional work or special services during that period 
will usually be substitutive rather than supplementary. In unusual circumstances, 
however, particularly when a department other than the person’s primary department 
is involved, the faculty member may request approval from the provost, with the 
approval of the appropriate dean or dean of the Medical School/executive vice- 
president, to receive supplementary pay. If the supplementary compensation is to be 
charged to a federal grant or contract, written approval of the sponsoring agency is 
also required before any work may be performed. 


Salary Supplements 

Nine-Month Appointments. The term of appointment for nonmedical faculty on 
nine-month appointments consists of an eight-month core which corresponds to the 
academic calendar established by the president each year (usually September through 
April) and a one-month period outside of the academic calendar. Responsibilities for 
the one-month outside of the academic calendar may be performed in any of the 
four remaining months provided that the timing of performance is such that 
commitments made on externally funded projects are met. The term of appointment 
for medical faculty on nine-month appointments is negotiated individually with the 
department chairman or dean of the Medical School/executive vice-president. Faculty 
members on nine-month appointments may receive summer supplements in any of the 
three remaining months through the Duke University payroll system up to a 
maximum of three-ninths (3/9ths) of the salary rate for the immediately preceding 
appointment term. This 3/9ths includes pay for summer session teaching, independent 
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study, and special programs, as well аз research supported by granting agencies. 
Salary supplements for nonmedical faculty may be earned in May, June, July, or 
August depending on when the ninth month of the appointment term is taken. As of 
January 1, 1982 all supplemental payments are included in TIAA-CREF premium 
calculations. Grant recipients are expected to comply with the conditions of the 
granting agencies. 

Ten-month Appointments. Faculty members on ten-month appointments are 
eligible to receive up to two-tenths (2/10ths) of the salary rate for the immediately 
preceding appointment term. The same conditions apply as stated above for faculty 
members on nine-month appointments. 

Eleven-month Appointments. Faculty members outside the Medical Center on 
eleven-month appointments are eligible to receive up to one-eleventh (1/11) of the 
salary rate for the immediately preceding appointment term. The same conditions for 
salary supplements and supplementary pay apply as stated above for faculty members 
on nine-month appointments. 

Eleven-month Appointments in the Medical Center. Most faculty members in the 
Medical Center are on eleven-month appointments that, in fact, resemble the 
twelve-month appointments of university staff. This means that while they are 
eligible to accrue vacation under the same terms and conditions of staff employees 
as the twelfth month of the year, they are not entitled to receive additional salary 
during this time. 

It should be noted that faculty members with nine-, ten-, or eleven-month 
appointments are being paid only for work performed during the period of their 
appointment (albeit the salary is disbursed in twelve installments) plus any addi- 
tional effort they expend for which they receive supplementary compensation. As a 
result, neither the base appointment nor any time for which supplementary 
compensation is received includes allowance for vacation and none should be 
reported on the annual effort certification report. If a professor receiving a summer 
supplement wishes to apply for supplementary pay, he or she should obtain 
permission in writing from the provost and all applicable granting agencies before 
the university will process payment. 


Faculty Hearing Committee 

The Faculty Hearing Committee has two distinct functions. The first involves 
equal treatment in employment, without discrimination. Duke University is committed 
to a policy of equal treatment in employment without regard to race, creed or 
religion, color, veteran status, national or ethnic origin, sex, age, or handicap. A 
faculty member who feels that an adverse employment action involved discrimination 
on such a basis may file a complaint with the ombudsman or the director of 
opportunity development, either of whom will investigate the matter and attempt 
conciliation. If the complaint is not resolved, a hearing may be conducted by a 
panel of the Faculty Hearing Committee. 

The second function of the Faculty Hearing Committee involves academic freedom 
and tenure. The ombudsman and the Faculty Hearing Committee shall have 
jurisdiction to consider complaints from faculty concerning one or more of the 
following matters: dismissal for misconduct or neglect of duty; termination of 
appointment prior to its expiration date; disputed claims by a faculty member to the 
existence of tenure; allegations of violation of academic freedom; and violation of 
procedural due process in decisions not to renew a term appointment, to grant 
tenure, or to promote in rank. 

Detailed descriptions of these functions are to be found in Appendix M of this 
handbook. 
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Faculty Recruitment 

When a faculty or staff position becomes vacant in any school, with the 
exception of the Schools of Medicine and Nursing, the dean of that school shall 
consult with the provost. The dean of the School of Nursing and the dean of 
medical education shall report to the dean of the Medical School/executive vice- 
president. After authorization to fill the position has been obtained, the dean shall 
follow school policies for filling the position. In all cases these policies shall be 
consistent with university guidelines for the recruitment of minority and women 
faculty. Final approval for all appointments after the provost’s and president’s 
endorsement rests with the Board of Trustees. 


Leaves of Absence 

Illness and Injury Leaves. A faculty member may be granted a leave of absence 
without pay in the event of illness, injury, or other temporary medical disability, 
for an initial period of three months that may be extended up to one year. A letter 
requesting such leave, accompanied by a physician’s statement that the faculty 
member has a continuing medical problem, must be submitted to the appropriate 
dean with a copy to the chairman and the provost, and, if appropriate, to the dean 
of the Medical School/executive vice-president. The department chairman (in the 
School of Medicine) or dean (elsewhere) then sends a letter to the dean of the 
Medical School/executive vice-president or provost indicating whether the leave will 
necessitate provision for replacement of instructional time. The university does not 
pay the employer’s share of the cost of fringe benefit programs such as Blue 
Cross/Blue Shield, group life insurance, or TIAA-CREF for a faculty member on 
illness or injury leave. Arrangements may be made to pay all insurance premiums, 
and thus continue coverage, by contacting the Office of Benefits and Records before 
the beginning of the leave period. A faculty member returning from an illness or 
injury leave must provide evidence from his or her physician that he or she is able 
to return to work. 

Junior Faculty Leaves. Tenure-track faculty who do not hold tenure but have 
been reappointed to a second term appointment, usually for four years, are eligible 
to apply for a junior faculty leave. The intent of this program is to give junior 
faculty in Arts and Sciences, business, divinity, engineering, forestry, law, interna- 
tional studies, and statistics and decision sciences the opportunity to develop their 
scholarly potential in advance of their review for tenure. 

Qualifying faculty members who are interested in the leave program should 
submit research proposals to their dean with recommendations from the program 
director or department chairman when appropriate. 

Faculty members whose proposals are funded will be entitled to a one-semester 
leave with pay. This leave will not interrupt the tenure clock nor will it alter the 
individual’s continuous service at Duke University. Faculty members who receive 
fellowships or grants may supplement their one semester research appointment with 
an additional one-semester leave. 

Leaves without Pay. As an administrative policy, the university usually finds a 
way to grant leaves without pay to members of the faculty who have an opportunity 
to further their own research or scholarly interests, or otherwise to contribute to 
the academic program of the university. While the university’s fringe benefit pool 
does not cover benefits for faculty members on leave without pay, professors who 
have received fellowships may ask their deans to provide the university’s contribu- 
tion from operating budgets within the school. While it may not be possible for the 
school to cover the university’s contribution in all cases, every effort will be made 
to do so when fellowships are inadequate. All such requests should be reported to 
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the provost. Leaves of absence from the university аге limited (о two years out of 
every seven except in extraordinary circumstances. Continuous service shall not be 
interrupted by approved leaves of absence, and time on leave will count as qualified 
time for tenure unless the provost determines otherwise when the leave is granted. 
However, time on leave without pay will not count toward sabbatical leave. 

Procedures for applying for leaves without pay may be found under sabbatical 
leaves below. 

Long-Term Total Disability. In case of long-term, total disability, the faculty 
member should contact the Office of Benefits and Records for information regarding 
benefits under the university’s total disability insurance program. 

Maternity Leaves.! A faculty member may be granted a leave of absence without 
pay for preparation for and recovery from childbirth for an initial period not to 
exceed three months. The application procedure and handling of fringe benefits are 
the same as for illness and injury leaves, except that no physician’s statement is 
required either at the beginning or the end of the initial leave. Additional leave 
may be granted in three-month increments upon submission of а physician’s 
statement to the dean or department chairman that the faculty member’s physical 
condition requires the added leave time. In such cases, the faculty member must 
also submit a physician’s statement that she is able to return to work. At no time 
should be total leave exceed one year. 

Sabbatical Leaves. Sabbatical leaves are provided for in Article XXII of the 
University Bylaws. This policy has been adopted to clarify the provisions of the 
bylaws. 

The primary purpose of sabbatical leave is to increase the value of the 
professor’s further service both to his or her profession and to the university. 
Although there may be exceptions, such a purpose is ordinarily served by the 
pursuit of scholarship (e.g., for teaching abroad, study, research, or publication 
undertaken to further the solution of pedagogical and administrative problems. 
Sabbatical leaves are not to be used for purposes of recreation or general travel. 

Application Procedure for Sabbatical Leaves or Academic Leaves of Absence. The 
following procedure should be followed in applying for either a sabbatical leave or a 
leave without pay. 

1. A letter requesting the leave should be addressed to the chairman and dean 
before December | of the year preceding the academic year for which leave 
is requested. In exceptional cases, a slightly later request will be con- 
sidered. The letter should contain a statement by the faculty member 
explaining how he or she expects to use the leave, where he or she expects 
to be during the leave, and a clear statement indicating whether he or she 
is requesting a sabbatical leave of one semester at full pay, one year at 
half pay, or a leave of absence without pay for an indicated period. 

2. A copy of the letter should be sent to the provost and, if appropriate, to 
the dean of the Medical School/executive vice-president. 

3. The dean (department chairman in the School of Medicine) will send a 
letter to the provost or dean of the Medical School/executive vice-president 
endorsing the requested leave and indicating whether the leave will 
necessitate provision for replacement of instructional time. Only when both 
the department chairman and dean have endorsed the leave will the provost 
consider the request. Final responsibility for granting sabbatical leaves rests 


1This policy is under revision; individual deans may pay women on maternity 
leave. 
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with the Board of Trustees which acts upon the recommendation of the 
provost and approval of the president. 

4. Upon return from leave, the faculty member is expected to give a full 
report in writing to his or her department chairman, dean, and to the 
provost or dean of the Medical School/executive vice-president. 

Eligibility. Tenured members of the faculty at the rank of professor, associate 
professor, or assistant professor, including those with part-time administrative 
duties, are eligible to apply for a sabbatical leave which would be taken during 
their seventh, fourteenth, twenty-first, etc., year of service to the university. 
Service to the university includes full-time service as an assistant professor or 
above. (Qualifying faculty who were appointed prior to September 1982 may count 
time spent as an instructor in their years of service.) 

Full-time leave without pay does not count toward eligibility time for sabbatical 
leave. Sabbatical leaves not taken when due may accumulate up to three leaves, but 
may not ordinarily be taken two years in succession. 

When eligibility for sabbatical leave is not clearly established, the case should be 
discussed with the appropriate dean, the provost, or the dean of the Medical 
School/executive vice-president. 

Granting of Sabbatical Leaves. Normally, a sabbatical leave is not granted if the 
applicant’s request is for the purpose of accepting remunerative employment. This 
rule does not apply to the acceptance of fellowships and similar grants which serve 
the purposes outlined above. Furthermore, there may be other situations in which 
acceptance of a remunerative position may lead to a fulfillment of the primary 
purpose of increasing the value of the professor’s further service to his or her 
profession and to the university. 

Any person granted sabbatical leave is expected to return for at least one year’s 
service following the leave. Sabbatical leave may be granted for a full year at half 
salary or for a half year at full salary. 


Other Matters Relating to Leaves 

1. Requests for sabbatical leaves and leaves of absence are due by December 1 
of the year preceding the leave. However, some requests cannot be firm at 
that time, since leaves are often contingent on obtaining funds from outside 
the university, and notification dates may be in the spring. For planning 
purposes in the department or school as well as in central administration, 
in cases where the leaves are contingent on funding or on other factors, it 
is desirable that the request made before December | be, in effect, a letter 
of intent rather than a firm request. The chairman or dean should endorse 
the leave at that time, implying approval of the leave if the contingency is 
satisfied. The faculty member should write again to the provost or dean 
when plans are firm, with copies to the chairman and dean or the dean of 
the Medical School/executive vice-president as appropriate. The provost will 
then write the faculty member. 

2. A faculty member who learns well after December 1 about an opportunity to 
take a leave during the following year may request the leave. Approval will 
depend heavily on whether the program can be adjusted to accommodate the 
absence of the faculty member. Such late requests are usually for leaves of 
absence rather than sabbaticals. 

3. The Office of the Provost maintains a chart indicating the eligibility of 
each faculty member for a sabbatical leave. Often this information may also 
be available in the Office of the Dean. Information concerning eligibility 
status may be obtained by calling either the Office of the Provost or the 
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appropriate dean’s office. 

4. Since sabbatical leaves are for the purpose of enhancing the stature of the 
individual, there should be an opportunity for at least one year of service 
after taking a sabbatical. Nontenured faculty members should therefore not 
request a sabbatical for the seventh year. In the event tenure is granted, 
every year of service in the unmodified rank of assistant, associate, or full 
professor is counted toward eligibility. 

5. Questions arise frequently about the pay period (or absence of pay) in 
connection with leaves. The following dates apply: 

A. Sabbatical for fall or spring semester--no change in pay. 

B. Sabbatical for fall and spring semesters--half pay from September 
through August. 

C. Leave of absence during the fall semester--no pay or benefits from 
September through February. 

D. Leave of absence during the spring semester--no pay or benefits from 
March through August. 

E. Leave of absence for fall and spring semesters--no pay or benefits 
from September through August. 

These dates indicate that the pay period for the fall semester is the six month 
period beginning September 1, and the pay period for the spring semester is the 
six-month period beginning March 1. Sabbaticals, even at half pay for the full year, 
carry full university contributions to benefits as if the faculty member were on full 
pay. Persons taking leaves of absence can make arrangements, if they wish, through 
the benefits office to pay both their own contributions and the amount the univer- 
sity would be paying if they were receiving salaries. 

6. When a grant to the university is used to pay the other half of full year 
sabbatical leave pay, or full or partial pay during a leave of absence, 
written authorization from the principal investigator is needed to charge 
such pay to the grant. Since fringe benefits are charged to the grant at 
the audited percentage of salary, it may be advantageous to a faculty 
member in some cases to receive a fixed sum grant or fellowship directly 
from the agency rather than through the university; in this way the full 
sum would be available for salary. 


Liability Coverage 

Legal Assistance to Participants in the Academic Peer Review. The academic peer 
review process is essential to the perpetuation of excellence at Duke. The university 
considers the participation of members of the faculty and professional librarians in 
the peer review process--both within and outside of Duke--to be part of their 
regular duties as Duke faculty members or librarians. Responsible participation in 
this important service to the academic community should not place individuals at 
personal risk because of their contribution to it. Accordingly, the university is 
prepared, to the extent permitted and in the manner provided by the North Carolina 
Nonprofit Corporation Act, to offer legal assistance and indemnification to the 
faculty members and librarians who face the risk of legal involvement and as- 
sociated financial expense arising from their participation in the peer review 
process. 


Memberships and Dues 

Each member of the academic community may belong to any number of profes- 
sional organizations. However, personal memberships may not be paid by the 
university from regular departmental funds. In rare instances, it may be advantage- 
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ous to have the university represented in a particular regional or international 
organization, and in such cases, special approval for university payment of dues 
must be requested from the appropriate university officer at the level of vice- 
president. In other instances, a person may be expected to represent the university 
in a professional organization only because of the administrative position he or she 
holds at Duke University. Such requests may also be approved. 


Nepotism 

It is the intent of the university that employees not be involved in decisions 
affecting the faculty appointment of individual members of their immediate family 
(including spouse, children, parents, brothers, sisters, step-parents, step-children, 
step-brothers, and step-sisters) and additional family (includes grandparents, 
parents-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunts, 
uncles, grandchildren, and great grandparents). In exceptional cases where the 
relative is clearly demonstrated to have unique and unusual skills necessary for the 
position and these skills are not readily available in the labor market, a waiver may 
be sought. When such conditions exist, a written request for a waiver must be 
submitted to the provost or his or her designee for approval prior to offering an 
appointment. Spouses or relatives may be employed, however, as collaborators in 
subsidized research projects where such collaboration has been specifically approved 
by the sponsoring agency. 

In cases where a waiver has been approved, an individual may be in a position 
to effect personnel actions (such as retention, promotion, salary, and leaves of 
absence) affecting members of the individual’s immediate and additional family. Prior 
authorization for these personnel actions must come from the individual’s depart- 
ment chairman, or in cases where the relative is that of the department chairman, 
to the provost or his or her designee. 

For the policy regarding employment of relatives in biweekly positions, refer to 
the Personnel Policy Manual (Policy A-15). 


Resignation 

Faculty members are expected to follow the general code of ethics of American 
universities and should resign from the university prior to May | if the resignation 
is to become effective the next academic year. If possible, notification as early as 
March 1 is appreciated. A person wishing to resign should first inform the 
department chairman and dean and then write a letter of resignation to the dean 
with a copy to the provost or write the dean of the Medical School/executive vice- 
president directly. The letter should include the date on which the appointment is 
to terminate. 


Retirement 

Faculty members may retire with full benefits after they reach the age of sixty- 
five. However, if they decide to retain the position beyond that age, retirement is 
mandatory in his or her seventieth year. Faculty members shall retire at the end of 
the month in which they attain the age of seventy unless requested by the provost 
to postpone retirement until the end of the academic term. This is done to enable 
faculty members to fulfill their teaching commitments. Of course this does not 
prevent the faculty member from retiring at the end of the semester preceding 
attainment of age seventy. Discussions should be initiated by the chairman of the 
department in which the faculty member serves at least one year prior to that in 
question. Only in extremely rare instances, when the university needs a faculty 
member’s continuing services, will other exceptions to the mandatory retirement rule 
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be allowed. (See also Article XXIII of the University Bylaws, Appendix А.) 

Emeritus Status. By action of the Board of Trustees, and after recommendation 
by the provost and approval by the president, faculty members who retire at age 
sixty-five or over, or who have served the university for at least ten years, receive 
the emeritus title of the same faculty rank they held at retirement. Along with this 
title go certain privileges, such as inclusion in faculty mailing lists, invitations to 
attend appropriate university functions, participation in the tuition grant program, 
the right to be considered for Research Council grants, and subscription to the 
university’s weekly newsletter. In addition, of course, are the financial benefits 
available to all eligible retired faculty. A brochure describing these benefits is sent 
by the Office of the University Secretary to faculty upon notification of their 
retirement to the Board of Trustees. 

Office Space for Professors Emeriti. Normally a professor will relinquish his or 
her office, laboratory, or studio space upon retirement so that it is available for 
reassignment for active faculty use. However, as professors often continue to 
contribute through research, teaching, or other service, to the work of the univer- 
sity after their retirement, a retiring professor may petition the provost and the 
university’s chief academic officer (or the dean of the Medical School/executive 
vice-president in the case of the Medical Center) to allocate space for such 
purposes. A copy of the petition should go to the appropriate dean or department 
chairman; the provost or the dean of the Medical School/executive vice-president 
will request his or her advice on the question. The provost or the dean of the 
Medical School/executive vice-president will weigh the request against alternative 
uses for the space to advance the scholarly purposes of the university. In estimating 
the probabilities of future contributions by the retiring professor, past contributions 
will be considered. If space is allocated, it will be preferably for a two-year period; 
subsequent petitions may be presented at the expiration of the assignment. Retiring 
professors may apply for library carrel space to the appropriate librarian. 
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Chapter 5 
RESEARCH GRANTS AND CONSULTING POLICIES 


Office of Research and Development 

Established in 1986, the Office of Research and Development has as its chief 
mission to enhance and facilitate the pursuit of research at Duke University. The 
Office of Research and Development provides a centralized focus for the developme- 
nt of research activity, for the securing of research monies from federal, founda- 
tion, and corporate sources, and for the development and refinement of university 
policies which effect research and researchers by drawing on the resources and 
expertise of the Office of Research Support, the Office of Grants and Contracts, 
and the Office of Technology Transfer (formerly the Patent Administration Office) 
and working closely with the Office of University Development, the various deans’ 
offices, and the Office of the University Counsel. The office also works in concert 
with the university committees, such as the Research Policy Committee and the 
Patent Committee. 


University Research Council 

The Duke University Research Council is provided with funds by the university 
for the purpose of promoting faculty development and research. Composed of senior 
faculty members, with balanced representation from the major disciplines, it is 
appointed by the provost upon the recommendation of the Academic Council 
Executive Committee. Council funds are awarded to faculty members in the form of 
research grants, summer fellowships for junior faculty, and reimbursements for 
expenses involved in participating in professional meetings. 

All full-time members of the faculty in schools and colleges outside medical and 
allied health education are eligible to apply to the council’s annual awards program 
for support of specific research projects that are fully documented. Departments in 
medical and allied health education provide comparable support for their faculty 
members. 

Early in each semester the council notifies all eligible faculty members of the 
current program, its procedures, and deadlines for applications. Late applications are 
not allowed. Holders of grants from the previous year are asked to submit reports 
during the second semester on the progress they have made. 
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Grant and Contract Funding 

Four offices in addition to the Office of Research and Development are most 
directly involved in the faculty’s grant and contract activities. These are the Office 
of Research Support (for faculty outside the Medical Center), the Office of Grants 
and Contracts (for Medical Center faculty), the Office of University Development, 
and the Office of Sponsored Programs. 


Office of Research Support (ORS) 

001E Allen Building, 684-3030 

The Office of Research Support serves faculty in Arts and Sciences, engineering, 
divinity, forestry, Fuqua School of Business, ISDS, and law. It offers faculty 
information on funding sources, provides assistance in the preparation of proposals, 
reviews and approves proposals, and negotiates and executes research grants and 
contracts. Housing a library of funding information, the office has information on 
federal, state, foundation and corporate grant, contract, and fellowship opportunities 
for graduate students, postdoctoral fellows and faculty. Office staff can help faculty 
identify appropriate sources of support, can review proposals, and help faculty 
develop budgets for proposals and grants. Through its newsletter and announcements 
of grant, contract, and fellowship opportunities the office ensures that the 
university is aware of trends in funding and of specific opportunities. Grant and 
fellowship programs which require institutional nomination procedures are handled by 
this office. 

The office is responsible for reviewing and processing all proposals, including 
new applications, renewals, and continuations from outside the Medical Center and 
for negotiating and executing grants and contracts. Requests for cost-sharing and 
statement of intent forms are submitted to this office. In addition, the office 
coordinates requests for rebudgeting grant funds and for no-cost extensions and 
facilitates approval of post-award contract modifications. 


Office of Grants and Contracts (OGC) 

Duke University Medical Center 

Room 160 Bell Building, 684-5175 

The Office of Grants and Contracts primarily helps Medical Center investigators 
with preaward activities. These include providing assistance in identifying funding 
sources, developing proposals, and the final processing of proposals prior to 
submission to the funding agency. Because of the large volume of applications 
processed through the office, it is imperative that OGC receive applications at least 
two weeks prior to deadline. The office also participates in negotiating government 
and corporate research contracts and in the arranging of site visits for government 
research grants. 

Its postaward activities include coordinating approval of contract modifications, 
as well as reviewing and approving all Medical Center requests to rebudget NIH and 
NSF grants funds. 

OGC also provides administrative support to the Medical Center Committee for 
Clinical Investigations (human subjects) and the Biosafety Committee for 
Recombinant DNA Research. Protocols for review to either committee should be 
submitted to the Office of Grants and Contracts. 


Office of University Development 

2127 Campus Drive, 684-2123 

Serving the fund-raising needs of the entire university community, the Office of 
University Development works with major funding sources including foundations, 
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corporations, and individuals. Available for use by the faculty is ап extensive library 
of research materials including the Annual Register of Grant Support, the Complete 
Grants Sourcebook for Higher Education, the Foundation Center National Data Book, 
the Foundation Center Source Book Profiles, the International Foundation Directory, 
the Foundation Directory, the 1980-81 Survey of Grant-Making Foundations, the 
Taft Foundation Reporter, pertinent books and periodicals, and numerous government 
directories. In addition, the Office of University Development maintains active files 
on hundreds of corporations and foundations. Included are relevant correspondence, 
annual reports, grants awarded to institutions of higher education since 1959, 
application filing dates, sources of funds, names of appropriate people to contact, 
newspaper and magazine clippings, and other material to help determine the 
interests, past grant giving records, and Duke connections of potential supporters. 

Development staff are available to assist in the process of identifying sources 
and making appropriate contacts. While it is the responsibility of the individual 
faculty member to prepare proposals in the areas of his or her expertise, the staff 
is ready to lend aid in the review of these requests. In the case of interdisciplinary 
grant proposals, the coordination and development of diverse materials are services 
the Office of University Development can furnish. 

Specific requests for assistance may be directed to the foundations officer and 
the corporate officer. 


Office of Sponsored Programs (OSP) 

750 Broad Street 

The Office of Sponsored Programs is responsible for the accounting for all 
sponsored activity at Duke. A staff of eighteen administers the financial reporting, 
billing, and cash collections for the grants and contracts administered by Duke 
University. Questions about a grant or contract monthly statement or restricted 
fund should be addressed to this office. 

When the Office of Research Support or the Office of Grants and Contracts 
receives notification that a grant, contract, or fellowship application has been 
funded, they transmit to the Office of Sponsored Programs a copy of the proposal, 
award letter, and any other pertinent documents and request that an account be set 
up by the Office of Sponsored Programs. The office administers the funds and 
closes the account at the end of the funding period. 


Proposal Clearance Procedures 

Applications for funds which, if awarded would be received and administered by 
the university, require institutional approval and commitment to administer the 
funds. In addition, while the faculty are responsible for preparing a proposal for a 
grant or contract the university is responsible for informing itself of the impact the 
proposal, if funded, would have on the university resources, and for making sure 
that the university’s legal requirements are met. Therefore the university has 
certain proposal clearance procedures. These are described in Appendix Q. 

Statement of Intent. Persons who intend to solicit funds (other than gifts) from 
outside the university which, if granted, would be received and administered by the 
university, are expected to submit to the Office of Research Support (if the person 
is employed outside the Medical Center) or to the Office of Grants and Contracts 
(if the person is employed in the Medical Center) a statement of intent form. 

The statement of intent serves several functions. First, it documents that the 
applicant is aware of the federal regulations governing the project and is taking 
care of any required procedures. Secondly, the form alerts the appropriate university 
officials to the impact of the proposed research on university resources, including 
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space, cost-sharing, computer time, ог specialized facilities. The form also indicates 
that any special considerations or reviews with respect to patent or royalty rights, 
corporate or foundation proposals have been completed and that the applicant’s dean 
or chairman is aware of the proposal and supports it. It also supplies some very 
basic information about the grant proposal, including type, agency, project dates, 
and budget amounts. 

Copies of the form are available from department chairmen or from the two 
administrative offices, the Office of Grants and Contracts and the Office of 
Research Support. 

Faculty should be aware that individual departments or schools may have 
established certain procedures to be followed within their units before statements of 
intent are filed with one of the two offices. 

For more information, consult Appendix Q or contact the Office of Grants and 
Contracts or the Office of Research Support. 


Indirect Cost Recovery on Grants and Contracts 

Direct cost of externally sponsored grants and contracts may include the salaries 
and wages of personnel working on these projects, the cost of supplies and 
materials, and other expenses such as travel and equipment that are required for 
the projects undertaken. In addition to these direct costs, however, the university 
incurs a significant number of indirect costs which are associated with the project 
and are required to support the project. These indirect, or support costs cannot be 
related precisely to any individual grant or contract in that they include such items 
as: (1) the cost of maintenance, heating, lighting, and cleaning the buildings in 
which the sponsored research is conducted; (2) the administrative costs to the 
university if components such as purchasing, accounting, and personnel which 
provide services to grant and contract recipients; and (3) central support services 
and facilities such as the library. These costs are real and the collection of indirect 
costs ensures the maintenance of the university infrastructure necessary for the 
carrying out of sponsored research activity. 

The federal government recognizes its obligation to reimburse the university for 
these indirect expenses as well as the direct expenses that are incurred in the 
performance of these grants and contracts. This reimbursement is accomplished 
through the annual calculation of an indirect cost or overhead rate which is applied 
on a prorata basis against certain direct costs charged to all such grants or 
contracts. Without this recovery significant amounts of university funds derived 
from tuition, endowment, and unrestricted gifts would have to be diverted from the 
support of other university needs. 

As a result, it is the university’s policy to require the inclusion of full overhead 
recovery on all grant and contract applications to federal sources. Nonfederal 
sources of support, such as corporations and foundations, either pay indirect cost at 
the approved federal rate or at a lower published rate. It is the university’s policy 
to require the inclusion of overhead recovery on all grant and contract applications 
to nonfederal sources equal to the approved federal rate or at the sponsor’s 
published indirect cost rate. Exceptions to this are corporate agreements in the 
Medical Center for which 25 percent is the approved Medical Center rate. 

Deviation from this policy is not permitted without special approval as outlined 
in Duke General Accounting Procedure #162 (described below), a copy of which may 
be obtained upon request from the Office of Research Support and the Office of 
Grants and Contracts. 


Faculty Handbook / 12-87 5/ 4 


J 


Cost Sharing on Grants and Contracts 

The Principles. The university has established principles to guide applicants in 
sharing the cost of doing research. 

1. It is the policy of the university to cost share only when it is demonstrably 
in the best interest of the institution to do so. 

2. In general, any pattern of cost sharing which is established by university 
practice should reflect the university’s overall priorities within the 
functions of education and research. 

3. Requests for cost sharing must be made at the time of proposal submission. 
Cost sharing is not a method for covering unexpected project expenses or 
for accommodating cuts in а proposal’s budget. Retroactive cost sharing is 
generally not considered to be in the best interest of the university. 

Procedures for Obtaining Authorization to Share Costs in Arts and Sciences, 

Divinity School, School of Engineering, School of Forestry and Environmental 

Studies, Fuqua School of Business, Institute of Statistics and Decision Sciences, 

and Law School. When an applicant for external support wishes the university to 
consider cost sharing on a proposed grant or contract, he or she should proceed as 
follows: 

1. Check with the program or contract officer of the funding agency to 
determine how important it is that the proposal include cost sharing and to 
learn the indirect indirect cost policy of the funding agency. 

2. If cost sharing is essential, a budget should be prepared that includes a list 
of items to be cost shared by the university. 

All cost sharing must be accounted for in proposals for federal grants and 
contracts. The federal government will hold the university to that commitment by 
requiring the university to document that such cost sharing took place. This is the 
purpose of the effort reports of the Monitored Workload System and other records. 
The employee cannot show cost sharing on a budget as a percentage of effort and 
then spend less time on the project. 

When salaries are cost shared on a sponsored project, the same proportion of 
effort must be devoted to the project as is indicated in the budget. 

Cost sharing on a faculty member’s salaried effort does not necessarily require 
an adjustment in that researcher’s teaching load. 

Second, all nonreimbursed (i.e., university-funded) faculty effort on externally 
funded research need not constitute cost sharing. If the faculty member’s 
nonreimbursed research effort can be viewed entirely or partially as what he or she 
would be doing anyway to fulfill institutional (departmental) responsibilities, then, to 
that extent, cost sharing on the sponsored project is not involved. The budget 
should describe his or her contribution in these terms, indicating the portion, if 
any, that is cost shared and the portion that is not. 

If cost sharing is to be done by a university source providing resources to 
acquire equipment, materials, supplies necessary for the project, or bi-weekly salary 
support, a commitment from the source of these funds must be made in writing and 
must accompany the request for cost sharing form. 

If cost sharing is done by waiving some portion of the indirect costs, the 
project’s budget should reflect this. 

If cost sharing is requested, faculty should submit to the Office of Research 
Support, in addition to all the materials regularly submitted for proposal processing, 
the request for cost sharing form, supporting documentation from the funding 
agency, the proposal’s budget, and, іп the case of direct costs other than faculty 
salary, a letter of commitment from the source of the necessary funds. 

Faculty from programs or schools at Duke other than the Medical Center whose 
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budgets аге governed by formulas (the Law School, Marine Laboratory, School of 
Forestry, Fuqua School of Business, phytotron, Organization for Tropical Studies, 
etc.) will need to get their dean’s or director’s signature on the form. 

The request will be approved, denied, or modified during the processing of the 
proposal by the vice-provost for research and development or his or her designee. 

Prior approval of cost sharing is essential. Without the documentation of a 
completed cost-sharing form, the Office of Sponsored Programs will deduct indirect 
costs from the grant award. 

Appeals of the decision on cost sharing may be submitted to the provost. 

Procedures for Obtaining Authorization to Share Costs in the Medical Center 

1. Check with the program or contract officer of the funding agency to find 
out how important it is that the proposal include cost sharing. 

2. If cost sharing is essential or very important, draw up a budget that 
includes the items that will be cost shared by the university (following the 
priorities indicated). Bear in mind that all cost sharing must be accounted 
for in the proposal budget and that the federal government holds the 
university to that commitment by requiring the university to document that 
such cost sharing took place. This is the purpose of the effort reports of 
the Monitored Workload System and other records. 

3. Complete a statement of intent form (copies available from the Office of 
Grants and Contracts, 160 Bell Building) and submit it to the grants and 
contracts office. 

4. Bring the proposal budget to the Office of Grants and Contracts for review. 

5. The Office of Grants and Contracts carries the proposal to the dean of the 
Medical School/executive vice-president for final approval. 

Appendix Q of this handbook contains the steps to be followed in applying for a 
grant. 

A more detailed discussion of this university policy and the procedures to be 
followed to obtain special permission for deviation from the policy are included in 
General Accounting Procedure #162 (a university statement regarding indirect cost 
recovery and cost sharing), and may be obtained from the Office of Sponsored 
Programs upon request. 


Equipment and Grant Transfers 

All guidelines for Duke departmental property officers are based on this 
fundamental concept: assets are owned by Duke and the government for use by 
particular departments of the university and its hospitals. It is the responsibility of 
every department to account for the assets it uses. When a department has loose 
control over assets, discards equipment needing minor repairs, gives away surplus 
assets, or sells items below current value, then the premature replacement of 
equipment by that department penalizes all of Duke. A department’s control of the 
assets it uses should include total accountability for disposals, changes, and 
transfers of assets and a commitment to secure top value for all items sold or 
traded in. 

A manual titled Guidelines for Duke Property Officers in the Removal of Assets, 
available from Duke University Plant Accounting (286-7707), explains the procedures 
a department should follow to ensure proper accountability of Duke assets. The 
addition of assets to a department through purchasing is currently well controlled 
by assigning asset numbers on purchase orders and affixing asset tags when 
equipment is delivered. What is not well controlled is the disposal of capital 
equipment. The manual establishes departmental procedures to follow in removing 
and disposing of capital assets. 


Faculty Handbook / 12-87 5/ 6 


D) 


When an individual who.has been working on a grant at Duke University moves 
to another institution, a question sometimes arises about the ownership of the 
equipment that has been purchased on the grant. The equipment, in most cases, is 
the property of Duke or the government. However, when the principal investigator’s 
grant and research activity is transferred to another location and the granting 
agency submits a request for certain equipment to be transferred, it has generally 
been the practice to release the equipment. This also is covered in more detail in 
the manual. 


Private Sector Contracts 

Contracts with private industries may include provisions that are contrary to 
university policy or put the university at risk. Recognizing the potential conflict 
between the primary missions and interests of a university and private industry and 
recognizing the potential benefits of university-industry cooperative relationships, 
the university adopted a policy for industry sponsored research. All research grants 
and contracts must conform to the principles set forth in this policy. All industry 
sponsored contracts and grants are reviewed carefully for conformance with these 
principles. Appendix Q contains the full text of the policy. 


Policy on Inventions, Patents, and Technology Transfer 

The university has adopted a policy on inventions, patents, and technology 
transfer. This policy recognizes that although the university does not undertake 
research principally for the purpose of developing patents and commercial applica- 
tions, patentable inventions. often result from research activities. The policy has 
been adopted to assure the utilization of such inventions for the common good and 
to facilitate and encourage patent protection, licensing, and the development and 
marketing of these inventions when appropriate. The policy is attached as Appendix 


Q. 


Consulting Activities and Conflicts of Interest 

The increasingly frequent and complex relationships between faculty members and 
the university, other universities, government, and industry require intensive 
attention to avoid actual or apparent conflicts of interest. In general, full disclosure 
of information concerning any potential conflict of interest is required. The 
university counsel is available for advice as to whether a particular situation 
involves a conflict of interest and, if so, what the appropriate course of action 
would be. 

Two specific conflict of interest policies are in effect, and they are contained in 
this handbook in Appendix O. The first, the Joint Statement of the American 
Council on Education and the Council of the American Association of University 
Professors on Preventing Conflict of Interest in Government Sponsored Research, 
focuses primarily on problems that may develop as a result of faculty members’ 
outside financial or consulting interests as they relate to their participation in 
government sponsored university research. In accordance with the provisions of the 
joint statement, at the time a faculty member initiates a new consulting assignment, 
he or she should inform the university of the nature of the activity in a letter 
addressed to the department chairman or, in divisions where there are no depar- 
tments, to the appropriate dean, with a copy to the provost or the dean of the 
Medical School/executive vice-president. The second policy focuses on proposed 
contractual relationships between the university and outside business interests in 
which faculty or staff members or members of their families are associated. 

The distribution of a faculty member’s effort among, for example, research, 
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teaching, committee responsibilities, and outside consulting will not ordinarily raise 
problems of conflict of interest unless the university or the government is misled in 
its understanding of the amount of intellectual effort actually being devoted to the 
activity in question. Any faculty member planning to do research for the 
government under an agreement which contemplates that a specified fraction of his 
or her effort will be devoted to the research should check with the Office of 
Sponsored Research regarding procedures to ensure demonstrable compliance with 
the indicated requirements. 

Faculty and senior administrative staff members may spend up to four days per 
month in outside activities or consulting work, averaged over an annual period of 
service (the academic year for faculty on a nine-month basis). Such activities are to 
be reported to the provost or to the dean of the Medical School/executive vice- 
president, with a copy to the department chairman. Lectures or brief consulting 
activities to assist another educational institution need not be reported. 


Classified Research 

The university does not conduct classified research for federal or industrial 
sponsors the results of which cannot be published in a scholarly manner. All 
research conducted at the university must conform to the principles of the Policy 
for Industrial Sponsored Research which ensures the researcher’s right to publish 
research results without unduly long delays and to engage in scholarly discussion 
with their colleagues. 

Faculty members may arrange on an individual basis to participate in projects 
involving such research through other institutions. Duke University does not have 
any level of institutional clearance, nor can it arrange clearance on behalf of its 
faculty. Clearance is secured on a need-to-know basis by the organization for whom 
the work is to be done. 


Use of Human Subjects in Research 

Two committees have been established to ensure competent review of all research 
projects and activities involving human subjects. The University Review Committee 
is responsible for reviewing projects and activities within all schools and 
departments except the Medical Center. The Medical Center’s Institutional Review 
Board is charged with reviewing all projects and activities within the Medical 
Center, as well as those projects originating in other schools and departments (1) 
which involve the use of Medical Center facilities or the cooperation of Medical 
Center personnel, or (2) which involve the use of drugs or any other chemical or 
physical intervention. 

Before any project or activity involving human subjects is undertaken, the 
investigator must submit information to the appropriate committee sufficient to 
enable it to determine whether the human subjects will be placed at risk and, if so, 
whether: 

1. The risks to the subject are so outweighed by the sum of the benefit to 
the subject and the importance of the knowledge to be gained as to 
warrant a decision to allow the subject to accept these risks, 

2. The rights and welfare of any such subject will be adequately protected, 

3. Legally effective informed consent will be obtained by adequate and 
appropriate methods in accordance with the provision of the regulation, and 

4. The conduct of the activity will be reviewed at timely intervals. 

The complete statement of principles and procedures for all departments and 
programs outside the Medical Center is included in this handbook as Appendix P. 
Copies of the Medical Center’s policy on human subjects assurance is available from 
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the Office of Grants and Contracts іп the Medical Center. 

Additional information and forms for submitting nonmedical research projects are 
available from the Office of Research Support and offices of department chairmen. 
Additional information and forms for submitting projects in medical research are 
available from the Office of Grants and Contracts in the Medical Center. 


Animal and Recombinant DNA Research 

In compliance with applicable laws and regulations, the university has formed a 
committee to review facilities and procedures for the care and use of laboratory 
animals, and a biosafety committee to approve and monitor all recombinant DNA 
research. Further information about animal research requirements may be obtained 
from the administrative director, Division of Laboratory Animal Resources; further 
information about recombinant DNA research is available from the Medical Center 
Office of Grants and Contracts. 


Hazardous Waste and Carcinogens 

The university complies with all federal, state, and local regulations regarding 
the handling, shipment, and disposal of hazardous waste. Hazardous waste includes 
infectious, radioactive, carcinogenic, tetragenic, mutagenic, corrosive, and 
combustible substances. Policies related to these matters are reviewed by the 
university and Medical Center safety committees. Administrative oversight is 
performed by the University Safety Office and the Offices of Environmental Safety, 
Radiation Safety, Fire and Safety, and Management Services. Faculty members 
concerned with such matters may obtain information from the chairman of the 
Safety Committee (684-6320). 
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Chapter 6 
FACULTY RESPONSIBLIITIES WITH RESPECT ТО STUDENTS? 


The following statement was endorsed on January 24, 1985 by the Undergraduate 
Faculty Council of Arts and Sciences for inclusion in the Faculty Handbook. 


Faculty Responsibilities to Students 

The Duke faculty takes its teaching very seriously. Members of the faculty 
expect Duke students to meet high standards of performance and behavior. It is 
only appropriate, therefore, that the faculty publish and adhere to comparably high 
standards in dealing with students. The following list of specific faculty 
responsibilities to students is predicated on the perception that students are fellow 
members of the university community, deserving of respect and consideration in 
their dealings with the faculty. 

Class Attendance. In accordance with the Faculty Handbook, instructors will 
make every effort to attend all class meetings. 

Course Content. Instructors will update their courses periodically to reflect the 
latest scholarship in the fields they teach. 

Grading. Instructors will make clear at the outset how grades will be determined, 
what work in the course will be graded, and what standards will be applied. 

Letters of Recommendation. Students depend upon faculty recommendations when 
applying for jobs or graduate school. If a faculty member agrees to write such a 
letter, it will be prepared promptly, accurately, and thoroughly. 

Office Hours. Faculty members will be available in their offices at least two 
hours per week. If unable to keep those hours, a faculty member will post a note to 
that effect. 

Scheduling of Examinations, Papers, and Other Exercises. Examination schedules 
and deadlines for term papers will be established early in the semester and kept. 

Syllabuses. Faculty members will distribute to their classes at the beginning of 


1This section contains information pertaining to various policies and 
regulations regarding student-faculty affairs. It is assumed that unless stated 
otherwise, these policies are university-wide. For more details on a specific policy 
or regulation of a school or college, consult the appropriate university bulletin. 


Faculty Handbook / 12-87 6/ 1 


each semester syllabuses covering the course for that semester to give students а 
clear prospectus of it. 


Academic Dishonesty 

Students at Duke University are responsible for maintaining high standards of 
academic honesty and personal integrity in all matters, including reporting the 
results of their studies and research, and taking quizzes, tests, and examinations. A 
complete statement of the university policy appears in the Bulletin of Information 
and Regulations. 

Graduate and Professional Schools. A separate Graduate School Judicial Code and 
Judicial Board have been established to govern situations of academic dishonesty in 
the Graduate School. A full description appears in the Bulletin of the Graduate 
School. Professional schools have their own policies governing academic dishonesty 
that appears in their respective bulletins. 

Trinity College and the School of Engineering. The Undergraduate Judicial Board 
handles cases of academic dishonesty and breaches of community regulations not 
within the jurisdiction of the University Judicial Board. It is composed of students, 
faculty members, and academic deans. 

Members of the faculty are expected to submit pertinent information on cases of 
possible misconduct to the Office of the Dean for Student Life for investigation.” 
To the extent that faculty members take it upon themselves to adjudicate or 
penalize students for plagiarism or cheating, this system is seriously undermined. 

All entering undergraduate students are given the Bulletin of Information and 
Regulations, an official university publication which contains a section titled "The 
Importance of Academic Integrity." A definition of plagiarism and the probable 
consequences for those convicted of academic dishonesty are detailed in that section 
and the accompanying judicial code. 


Academic Freedom of Students 

When and if a complaint is lodged against any faculty member asserting that the 
professor has abridged that individual’s academic freedom, the provost shall receive 
that written complaint and use his or her good offices to resolve the matter in an 
agreeable fashion. If the provost wishes faculty aid in establishing the merits or 
extent of the complaint, the provost should appoint a disinterested two person 
subcommittee of the Hearing Committee to provide advice. 


Class Changes: Withdrawals and Additions, Academic Year 

Divinity School. Students are permitted to change their course registrations, 
without incurring a penalty, during the prescribed drop/add period at the beginning 
of each semester. However, any alteration in the total number of courses previously 
registered must be recorded during the official registration day prior to the opening 
of classes. No refunds will be granted after that date. The adding of a course 
requires the permission of the instructor of that course as well as the student’s 
faculty adviser. 

Students withdrawing from a single course after the date of final registration 
will receive no academic credit and no tuition refund. No student will be permitted 
to withdraw from a course after one-half of the semester without incurring failure, 
except for causes adjudged by the associate dean for curricular affairs to be beyond 


2They may consult with their department chairman or the appropriate academic 
dean before submitting this information, if they wish. 
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the student’s control. Conditions of genuine emergency and not considerations of 
convenience will be determinative in considering the request, which must be 
submitted in writing on academic petition forms. 

Graduate School. During the first two weeks of a semester, a graduate student’s 
registration may be changed with the approval of the director of graduate studies in 
his or her department if no fee reduction is entailed. If fees are to be refunded, 
the approval of the dean of the Graduate School is required. For the succeeding 
two weeks, courses may be dropped and equivalent hours of research or residence 
credit added with the approval of the director of graduate studies, the course 
instructor, and the dean of the Graduate School. Students who pass the preliminary 
examination during the first five weeks of a semester may alter the units of their 
registration with fee adjustments at any time during that period. If a course is 
discontinued without the necessary approval, the permanent record lists the course 
as dropped unofficially, F. If it is discontinued after the four-week period the 
status of the student at the time of withdrawal is determined and indicated on the 
permanent record as WP or WF. 

School of Engineering. The signature of the adviser is necessary for dropping 
and adding courses after the drop/add period on the second day of classes. After 
the first two weeks no course may be added and, in order to withdraw from a 
course, the student must obtain permission from the appropriate academic dean and 
adviser. Factors to be considered by the dean include health, necessary outside 
work, and, up to the time midsemester grades are issued, course overload. Until the 
last four weeks of classes in the semester the instructor must certify on the 
withdrawal form the student’s standing in the course as satisfactory or as failing. In 
the former case a WP is entered in the permanent record and in the latter a WF. 
During the last four weeks of classes in any semester, or its equivalent in summer 
terms, a W is assigned if in the judgment of the student’s dean compelling and 
extraordinary circumstances make it necessary for the student to discontinue the 
course; otherwise the course is continued to the end of the semester. A course 
discontinued without approval results in a grade of F. As is the case for students in 
Trinity College, a WE (withdrawal/error) may be assigned when an error in 
registration has occurred. 

School of Law. All students are required to register on the dates prescribed by 
the School of Law, at which time class schedules must be completed. A student’s 
registration for any semester is not complete until all indebtedness is settled with 
the Office of the Bursar. Students are not eligible to attend classes or make use of 
university facilities if they have any outstanding debt to the university. 

Students may alter their registration by adding or dropping courses prior to the 
end of the sixth class day of a semester, except that in a seminar in which 
enrollment is limited, no withdrawals from the seminar will be permitted without the 
permission of the instructor and dean. Withdrawals after the sixth class day of a 
semester are permitted only with the permission of the instructor and dean. 

School of Nursing--Graduate. During the two-week drop/add period at the 
beginning of the semester students may make changes in their schedule. Course 
changes during the first week of drop/add are free of charge. The signatures of the 
adviser and the associate dean are necessary for dropping or adding courses. 

After the drop/add period no course may be added, and in order to withdraw 
from a course a student must obtain permission from the associate dean. Until the 
last four weeks of class in the semester, the instructor must certify the student’s 
standing in the course as satisfactory or as failing. In the former case a WP will be 
entered on the permanent record and in the latter a WF. During the last four weeks 
of classes in any semester, or its equivalent in the summer terms, the permission of 
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the dean of the School of Nursing is required to withdraw from a course. А grade 
of W will be assigned if, in the judgment of the dean, compelling and extraordinary 
circumstances make it necessary for the student to drop the course; otherwise, the 
course must be continued to the end of the semester. A course discontinued without 
permission will result in a grade of F. 

Summer Session. Prior to or during the first three days of classes in a summer 
term, a student may add or drop a course of term by completing and submitting the 
three-part drop/add form(s) to the Office of the Summer Session, 121 Allen. After 
the end of spring semester final examinations, all course changes must be approved 
by the appropriate academic dean or director of graduate studies. (The director of 
the summer session serves as the dean for all non-Duke students.) A student who 
is out of town must contact his or her academic dean or director of graduate 
studies directly to arrange for dropping or adding courses. After the third day of 
class no course may be added. With permission of the academic dean or director of 
graduate studies, a course may be dropped until the end of the fourteenth class day 
of a regular summer term; the instructor then assigns a WP or WF grade. Course 
work discontinued without the approval of the dean or director of graduate studies 
will result in a grade of F. 

Trinity College. Students may add courses during the first two weeks of classes. 
While they may add at their discretion in the first week, the signature of the 
appropriate instructor is required in the second week. After the second week, no 
courses may be added. 

Students may drop courses, as desired, during the first two weeks of classes; 
thereafter until midsemester, they may discontinue a course only with the 
permission of the appropriate academic dean. Permission is granted provided the 
student is carrying a course overload or is unable to continue all courses because of 
health problems or necessary outside work. Ordinarily, courses may not be 
discontinued after midsemester. 

For any course discontinued after the first two weeks, the instructor must assign 
a WP grade, certifying that the student’s standing is satisfactory, or WF if the 
student is failing. Course work discontinued without approval results in a grade of 
F. 

Students who change their schedules of courses without completing the 
appropriate drop (withdrawal)/add procedures must confer with the academic dean to 
correct course registration. The dean confirms that the student has been attending a 
course since before the end of the first two weeks, and if the dean permits, the 
course may be added. If an instructor confirms that a student who had not intended 
to take a course has not attended the course after the first two weeks, or if the 
instructor cannot say whether the student has, the academic dean may correct the 
record by issuing the designation WE (withdrawal/error). The WE designation 
indicates only that for some reason an error was made in the process of 
registration and that the student was administratively removed from the class. 


Class Rolls 

Each instructor receives a temporary class roll from the registrar on the first 
day of classes. Persons who register for class during the first two weeks of the 
semester or the first three days of a summer term are required to present an 
admission slip to the instructor, who then uses the information on the slip as a 
basis for adding names to the roll. In the School of Law admissions slips are not 
used. Students wishing to drop a course after the drop/add period must present a 
grade form to the instructor. After six weeks have elapsed in the semester, or three 
days of a summer term, each instructor receives an amended class roll indicating all 
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changes made to that date. Students who wish to audit courses should consult the 
appropriate bulletin, continuing education office, or academic adviser. 


Counseling and Advising Students 

Trinity College and the School of Engineering. The advising system places 
responsibility on the students for their academic progress, but provides assistance 
whenever it is needed. In addition to the formal advising system described below, 
most faculty members do a great deal of advising on an informal basis. 

Orientation and prematriculation advising of undergraduates are handled by the 
college and school. Subsequent advising differs for Trinity College of Arts and 
Sciences and the School of Engineering. Before declaring a major in Trinity College 
of Arts and Sciences, students confer regularly in the Trinity College Pre-Major 
Advising Center with their premajor advisers, with the academic dean for premajor 
students, and, as needed with preprofessional advisers. Each student selects an 
undergraduate major or interdepartmental concentration in the second, third, or 
fourth undergraduate semester. Prior to declaring a major, each student must file in 
the Pre-Major Advising Center a long-range plan which details the academic course 
of study. After the major is chosen, the responsibility for advising rests with the 
major department; the academic deans for the various divisions are also available 
for consultation. Faculty members may be called upon by the dean of Trinity 
College of Arts and Sciences, the department chairmen, or both, to do formal 
academic advising either in the Trinity College Pre-Major Center or within the 
department. 

Undergraduates who desire certification as teachers should be referred to the 
advisers in the Program in Education as early as possible for advice in planning 
their program so that they will be eligible for student teaching to meet certification 
requirements. Each year some upperclassmen find that they cannot qualify because 
they did not begin their planning early enough. 

Within the School of Engineering students are assigned to faculty advisers who 
help them plan a suitable program from the time of entrance to the school. Efforts 
are made to maintain continuity by assigning the same advisers each year, but 
changes are possible upon request. Advising appointments are necessary at each 
registration, and in nursing the adviser’s signature is necessary for registration and 
all course changes. In engineering the adviser’s signature is required only after the 
drop/add period. 

The deans of the college and schools maintain continuous surveillance over 
academic records. They also advise students on their academic progress. 

Counseling and Psychological Services (CAPS). The CAPS staff of psychologists, 
clinical social workers, and psychiatrists provides a range of free counseling 
services available to all undergraduate, graduate, and professional students enrolled 
in the university. These services include evaluation and counseling regarding 
personal problems related to family, social, academic, vocational, and sexual matters; 
psychological testing including educational, vocational, and personality assessments; 
and psychotherapy for more serious psychological problems. In addition to individual, 
couples, and group counseling psychotherapy, CAPS administers special group testing 
programs for the university community, and serves as a local testing center for a 
wide variety of national testing programs. It maintains a library with a wide 
selection of vocational and educational resource materials to assist students in 
choosing a career or a graduate professional program. CAPS maintains a policy of 
strict confidentiality concerning information about each student’s contact with CAPS 
personnel. Members of the staff are available for consultation with faculty members 
concerning students or other matters relating to the well-being of the university 
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community. 

Placement Services. The Office of Placement Services is responsible for assisting 
Duke undergraduate and graduate students and students in selected professional 
schools in planning career directions and obtaining employment. Staff members are 
available at any time to discuss with students their career interests and plans, 
interviewing techniques, opportunities in the Career Apprenticeship Program, per- 
manent, part-time, and summer employment opportunities, and other related matters. 
An extensive library of information on various careers and specific employers is 
available to students and faculty members. The staff also helps alumni who are 
seeking an employment or a career change. 

The Office of Placement Services maintains contact with approximately 5,000 
companies, agencies and schools, of which about 200 send representatives to the 
campus each year. In addition, the staff coordinates visits from approximately fifty- 
five representatives of graduate and professional schools each year. Faculty members 
and members of the administration are invited to meet with visiting representatives 
at luncheons from time to time during the year. 

Faculty members who wish to invite representatives from outside agencies or 
schools to campus for interviewing purposes should coordinate these invitations with 
the appropriate placement office. 


Education Records 

Family Education Rights and Privacy Act. In accordance with the Family 
Education Rights and Privacy Act of 1974, Duke University generally permits 
students to inspect their educational records and protects the information in such 
records from disclosure to third parties without the student’s consent. Since all 
educational institutions which receive federal financial assistance are subject to the 
terms of the act, faculty members should be aware that the letters of 
recommendation they write on behalf of their present or former students may be 
accessible to those students unless they have voluntarily waived their rights to 
access. The university’s complete policy on student records is attached to this 
handbook as Appendix R. 

Recommendations for Students. Faculty members who have been requested by a 
student to write a letter of recommendation or who have other stated educational 
purposes may review the student’s academic records in the Office of the Registrar 
or in the office of the appropriate academic dean. However, it is university policy 
that faculty members respect confidential information which they acquire about 
student. 


Evaluation of Faculty by Students 

The academic administration of the university urges strongly that each member 
of the faculty administer an evaluation in each class at the end of each semester. 
Departments and professional schools are free to prepare and use any evaluation 
form. 

Trinity College. The associate dean distributes to the departments in the college 
a supply of teacher-course evaluation forms for use by the faculty in their courses 
each semester. Ordinarily, the completed forms are read only by the faculty member 
and the department chairman; however, if departmental policy permits, the forms or 
certain information on the forms may be released to other officers of the university 
and, where appropriate, to the editor of the Teacher Course Evaluation Booklet (see 
below). 

Teacher-Course Evaluation Booklet. A committee of students is periodically 
appointed by the Undergraduate Publications Board to compile and publish a 
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teacher-course evaluation booklet. Based largely on teacher-course evaluation forms 
made available by the department, these booklets are printed, bound, and then sold 
on campus to provide, in the words of one of the committees, "a guide for student 
selection of professors and courses," and to give faculty members "a reliable mirror 
in which to view themselves as teachers." These occasional teacher-course evaluation 
booklets are not official publications of Duke University. 


Examinations 

Trinity College and the School of Engineering. Instructors for courses offered in 
Trinity College of Arts and Sciences and the School of Engineering must announce 
during the first week of classes the form of the final exercise, if any. Unless 
departmental or school policy stipulates otherwise, the form of the final exercise is 
determined by the instructor. Final written examinations may not, however, exceed 
three hours in length, and final take-home examinations may not require more than 
three hours’ actual writing. Take-home examinations are due at the regularly 
scheduled hour of an examination, based on the time period of the class. In courses 
where final examinations are not scheduled, hour examinations may not be given in 
the last week of classes. 

Instructors are requested to retain all final examination papers for at least one 
year. They should be available for reference in instances where a grade is 
questioned. 

Regular Scheduling. The official schedule of final semester examinations for 
Trinity College of Arts and Sciences, the School of Engineering, and the Graduate 
School, is prepared and distributed by the University Schedule Committee, and no 
changes may be made in it without the committee’s approval. Generally, final 
examinations are scheduled according to the day and hour at which the course 
meets during the semester. 

Block Scheduling. When a department offers six or more sections of a course 
with at least 100 students enrolled, and when the instructor in each of those 
sections agrees to give a uniformly graded common examination, a separate block of 
time may be allocated for the final examination in that course, regardless of the 
days and hours at which the various sections meet during the regular semester. 
During the first two weeks of the semester the Office of the Registrar sends to 
each department the forms to be used in requesting block examinations of the 
University Schedule Committee. 

Tests to be given during the regular semester also may be scheduled on a block 
basis when as many as six or more sections of a course with 100 students are being 
offered, and when the instructors in those sections agree to give a uniformly graded 
common examination. Block tests must be approved by the University Schedule 
Committee. Such tests are scheduled on Tuesday or Thursday between 7:30 and 8:45 
a.m. 

Proctoring. All undergraduate examinations and quizzes must be proctored by the 
instructor or a designee. 

School of Law. A final examination will be required in every regular course, and 
no final examination will be required in any seminar, unless the instructor 
announces to the contrary before the end of the second week of the semester. 

No student may take a final examination in a course at a time other than the 
regularly scheduled time without the permission of the instructor and the dean. 
Such permission normally shall be granted only where one of the following 
circumstances exists: 

1. The student is ill or can demonstrate that taking the examination at 
the regular time would cause him or her extreme personal hardship. 
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2. There is conflict in the scheduling of the final examinations in two ог 
more courses in which the student is enrolled. 

3. The student is enrolled in three or more courses, each carrying more 
than one hour of credit, for which examinations are scheduled 
consecutively within a thirty-six hour period. The examination to be 
rescheduled shall be the one that is common among several students 
invoking this rule, where that condition exists; otherwise, the middle 
examination in the sequence shall be chosen for rescheduling. To the 
extent feasible, all rescheduled examinations shall be administered at 
the same time, and prior to the regularly scheduled examination. 

If a student has been excused from taking a final examination in a course at the 
regularly scheduled time, the instructor may require him or her to take a special 
final examination or submit a special paper. In such a case, the student shall be 
graded in the course on a credit/fail basis. If the student takes the regular 
examination, but it cannot be read together with the examinations taken by other 
students in the same course, the instructor may, at his or her discretion, grade the 
examination numerically or on a credit/fail basis. 

If a student has been excused from taking a final examination at the regularly 
scheduled time, and the examination has not been taken within twenty-eight days 
after the last regularly scheduled examination for that semester, a mark of 
incomplete will be entered on the student’s record. 

All final examination papers shall be preserved for a period of two years by the 
instructor or the dean’s office. 

Papers or other coursework submitted in partial or complete satisfaction of the 
requirements of a course must be completed no later than the last day of the 
regularly scheduled examination period of the semester in which the course is 
offered unless the instructor sets an earlier deadline. In exceptional individual cases, 
the instructor may grant an extension; if the extended deadline is later than the 
twenty-eighth day following the last day of the regularly scheduled examination 
period for that semester, a mark of incomplete will be entered on the student’s 
record. 

Where a mark of incomplete has been entered on a student’s record pursuant to 
the paragraphs above, the required coursework must be completed by a deadline to 
be set by the instructor and, in the case of a rescheduled examination under the 
above paragraphs, the dean. In no event may the deadline be later than the last day 
of the regularly scheduled examination period for the following semester. The 
instructor shall report the student’s grade for the course within twenty-eight days 
following the student’s completion of course requirements. [Cf. paragraph 3 above 
with respect to credit/fail grading when an examination has been rescheduled.] If 
course requirements have not been satisfactorily completed by the extended 
deadline, a grade of 1.0 will automatically be entered. In any event, the incomplete 
will be permanently noted on the student’s record. 


Faculty and Student Activities 

Members of the faculty are often called upon to serve on governing boards of, 
or as advisers to, student organizations. In the latter case, they serve as resource 
people for the group rather than in a supervisory role. Faculty members commonly 
participate also in residential and other student activities. 


Grading 


Undergraduate Symbols. The grading symbols used at Duke at the undergraduate 
level are as follows: 
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A-Exceptional 

B-Superior 

C-Satisfactory 

D-Low Pass 

F-Failing 

The first four symbols are passing grades and may be modified by a plus (+) or a 
minus (-). Although the D grade represents low pass, in Trinity College not more 
than two courses passed with a D grade may be counted among those required for 
graduation. Courses for which a D grade is earned do, however, satisfy all other 
requirements. 

A grade of F indicates that the student has failed the course and does not 
receive credit. The course must be repeated and a passing grade earned in order 
for credit to be awarded. The letter N is not a grading option. It is used by the 
Office of the Registrar to show that no grade was submitted. 

Graduate and Professional School Symbols. At the graduate and professional 
school level, various systems of symbols are used: 


Divinity A, B, C, D, F 

Forestry Е, С, $, Е, Г, Z 

Graduate Е, GIS, Е, І, 2 

Graduate Nursing A, В, С, Е 

Fuqua School of Business SP, HP, P, LP, F 

Law Numerical grades from 4.0 to 1.0 
Medicine 5 P, E 


All grades except F may be modified with plus (+) or minus (-). Such 
modifications are entered on the permanent record. 

Repetition of Courses: Trinity College and the School of Enginneering. A Trinity 
College student who receives a grade of D-, D, or D+ in any course will be allowed 
to repeat the course at Duke with permission of his or her dean, advisor, and 
director of undergraduate studies. Forms to request permission are available in the 
deans’ offices. An engineering student who has earned a grade of D-, D, or D+ in a 
required mathematics course or a required engineering course, may, with permission 
of his or her adviser, director of undergraduate studies, and academic dean, repeat 
the course. The grade earned in the repeated course as well as the grade earned 
originally will appear on the transcript, the former identified as a repeat; both 
grades will be computed in the grade point average, but the course credit will be 
counted only once toward the minimum number of courses for continuation or 
toward fulfilling graduation requirements. | 

Repetition of Courses: School of Law. Мо student may retake for credit а course 
in which he or she was previously enrolled and for which a grade was received. 

Any student receiving a failure grade in a required course shall be required to 
retake the course, or, with permission of the instructor and the dean, to submit to 
a re-examination in the course, until credit is received. A student receiving a 
failure grade in an elective course may retake the course for credit only with the 
permission of the instructors concerned. 

No student may retake for credit a course in which he or she was previously 
enrolled and from which he or she withdrew after the end of the eighth calendar 
week of the semester unless he or she has obtained the permission of the instruc- 
tor. If a student is permitted to retake for credit a course in which he or she was 
previously enrolled for not less than eight calendar weeks, he or she shall be 
graded in that retaken course on a credit/fail basis. 

A student may take for credit a course in which he or she was previously 
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enrolled and from which ће or she withdrew before the end of the eighth calendar 
week of the semester. 

Pass/Fail Grading Option. With the consent of the instructor and faculty adviser, 
students in Trinity College of Arts and Sciences who have declared a major may 
choose to be graded on a pass/fail basis in one elective, nonmajor course each 
semester. In addition, with the consent of the instructor, adviser, and director of 
undergraduate studies, a student may take for pass/fail credit independent study or 
internship courses in any department including that of the major. Certain courses 
are offered only on a pass/fail basis. 

With the consent of the instructor and the faculty adviser a School of 
Engineering student may choose to be graded on a pass/fail basis in up to four 
unrestricted electives or social sciences-humanities electives within the thirty-two 
course program. A student may take no more than one course on a pass/fail basis 
each semester. 

Students enrolling in a course on a pass/fail basis complete all the work of the 
course but receive either a pass (P) or fail (U) grade in lieu of a standard grade. 
They may not change status to or from a pass/fail basis after the first two weeks 
of classes in any semester. A pass grade may not be converted subsequently to a 
regular letter grade, nor may the course be taken again on a regular grade basis. 

With instructor’s permission, students may register to audit one or more courses 
except those classified as physical education activity, dance activity, applied music, 
and studio art. Auditors are not required to submit assignments or take examinations 
and receive no credit for courses. Once audited, a course can not be repeated for 
credit. The record shows AD to indicate that a course has been audited. 

Z-Satisfactory Work in Progress. The grade Z may be used only in upper level 
(100-200) year-long courses to indicate satisfactory work in progress at the end of 
the first semester when no regular grade is applicable. At the end of the second 
semester of the course a single grade for the year’s work is assigned, and credit 
added to the cumulative calculation. 

X-Absence from Final Examination. Whenever students are absent from a final 
examination, they receive an X instead of a final grade. If no acceptable 
explanation for the absence has been presented to the appropriate dean’s office 
within forty-eight hours after the scheduled examination time, the Х is converted to 
an F. Only the academic dean is authorized to excuse students from final 
examinations. If the absence is excused, the students arrange with the dean and the 
instructor for a makeup examination to be given at the earliest possible time. An Х 
not cleared by the end of the fifth week of the following semester is converted to 
an F. If not enrolled in the university during that following semester students are 
given until the end of the fifth week of the next semester of matriculation to clear 
the X. 

I-Incomplete Work. If because of illness, emergency, or reasonable cause a 
student cannot complete work for a course, the student may request in writing to 
his or her academic dean the assignment of an / (incomplete) for the course. If the 
request is approved by the instructor in the course and by the student’s academic 
dean, the I is given. Although normally a Trinity College of Arts and Sciences 
student’s request for the assignment of an J must be approved by the instructor in 
the course and by the student’s academic dean, from whom the appropriate request 
forms are available, in certain cases the instructor may elect to assign an J without 
a written request from the student or the approval of the academic dean. The 
student must satisfactorily complete the work prior to the last class day of the 
fifth week of the subsequent semester or a grade of F will be recorded for the 
course. An I taken іп the fall semester must be resolved іп the succeeding spring 
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term; ап / taken іп the spring or summer must be completed in the following fall 
term. A student not enrolled in the university during that subsequent semester will 
have until the end of the fifth week of the next semester of matriculation to clear 
the J. Students may not complete work in a course after graduation. 

To clear an /, the instructor submits to the registrar a final grade recorded on 
the appropriate form available from the registrar’s office. When the course grade is 
added to the student’s official record, the I remains оп the record in parentheses. 

In the Graduate School one year is allowed for completion, after that time the 
grade of 1 remains permanently оп the student’s record and no credit is received 
for that course. 

For the purpose of determining whether a student satisfies continuation 
requirements, an / is counted as failing to achieve satisfactory performance in that 
course. If at the end of the fall semester or the summer session an incomplete is a 
factor in determining continuation, it must be satisfactorily complete in time for 
final grades to be submitted to the registrar no later than the day preceding the 
first day of classes for the next semester. If the question arises at the end of 
spring semester, the / must be resolved prior to the first day of classes for the 
second term of summer session, whether or not the student plans to attend any 
terms of the summer session. No student who has incomplete course work from both 
the spring semester and the summer session may continue into the fall semester. 

WP, WF, W--Withdrawal from a Course. The grade symbols WP and WF are used 
to indicate officially approved withdrawal from a course after the drop/add period. 
A W is used to designate an administrative withdrawal from courses during a 
summer term. In order to withdraw from a course students must first secure 
permission from their deans after which a grade of WP ог WF is assigned by the 
instructor. If a student withdraws from a course without the permission of the 
appropriate dean, a grade of F is recorded. 

W, F--Withdrawal from the University. Students who wish to withdraw from the 
university must give official notification to their academic dean. For students 
withdrawing from the university on their own initiative prior to specified times 
(given in the bulletin for each college or school) before the end of the semester, a 
W is assigned in lieu of a regular grade for each course. Thereafter an F is 
recorded for each course unless the withdrawal is caused by an emergency beyond 
the student’s control. For additional information, consult the bulletin of the 
appropriate college or school or the student’s academic dean. 

Reporting Grades: Trinity College, School of Engineering, Graduate School, 
Graduate Nursing, School of Forestry and Environmental Studies, Divinity School, 
Fuqua School of Business. At the appropriate times each semester, instructors are 
provided with materials on which class grades must be reported. These come to each 
instructor from the registrar, through the department chairman or dean. 

The instructor carries completed semester grade lists by hand to one of the 
offices designated by the registrar. All such grade report lists should be returned 
within forty-eight hours after the final examination is given. Grades reported more 
than forty-eight hours after the last scheduled final examination may not be 
processed in time to appear on the current semester’s grade report. Grade reports 
are sent to all students at the end of each semester. 

Midterm Grades for Undergraduates. Midterm grades are required for all 
freshmen and for only those upperclassmen who are doing unsatisfactory work (i.e., 
D or F). Instructors should submit their midterm reports to the registrar by the 
date listed on the university schedule. Midterm grades are not recorded on 
permanent records, but midterm grade reports are sent to freshmen and to their 
parents or guardians. 
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Reporting Grades: School of Law. All grades for all courses and seminars shall be 
submitted by instructors on or before the thirtieth calendar day following the last 
day of the regularly scheduled examination period. 

When a student is granted an authorized extension for completion of required 
course work, the instructor shall, in lieu of a grade, enter the designation 
incomplete. Except where an extension is specifically granted for a longer period, a 
designation of incomplete shall automatically be changed to a grade of 1.0 after the 
twenty-eighth calendar day following the last day of the regularly scheduled 
examination period of the semester in which the course is offered. 

Ungraded Courses and Courses Taken Outside the Law School. Student work shall 
be ungraded and shall be evaluated and recorded in credit/fail terms in the 
following courses: 

1. courses so designated by faculty action; 

2. retaken courses previously audited for not less than eight calendar 
weeks; 

3. independent research; 

4. ad hoc research and seminar programs; 

5. courses retaken, provided that for purposes of this subparagraph only, 
a numerical grade of 1.7 or below shall be entered as a fail; 

6. courses in which the student was previously enrolled for not less than 
eight calendar weeks; 

7. courses in which the instructor elects to grade the student’s final 
examination in such terms because it was not taken at the regularly 
scheduled пите and could not be read together with the examinations 
of other students in the same course. 

Where a student has properly enrolled in a course in another division of the 
university, the actual grade earned in the course shall become a part of the 
student’s permanent record. However, for purposes of determining the student’s law 
school grade point average under the paragraph below, such a course will be treated 
as an ungraded course. 

Grades earned in courses taken at another law school and credited toward a 
degree will not be reflected on the student’s transcript nor included in the 
computation of his or her grade point average. 

Grade Changes. It is important to note that with the exception of J grades and 
X grades, changes in grades may be made only because of an error in calculation or 
an error in transcription. Changes in grades may not be based on the late 
submission of required work, the resubmission of work previously judged unsatis- 
factory, or on additional work. No changes may be made in a grade after the end of 
the semester following the one for which the grade was assigned, although cases of 
error discovered after the deadline may be appealed by the student or the instructor 
to the Office of the Provost. The purposes of these regulations are to promote 
accurate record keeping and careful grade reporting, and to protect instructors from 
student pressure. The procedures vary slightly in the School of Law. 

The university requires that changes in grades other than those designated by / 
or X be indicated in a letter written on departmental stationery, signed by the 
instructor, and mailed directly to the university registrar. Grade change requests 
may not be delivered by the student. The letter should contain the name of the 
student, the course and section number, the incorrect grade, and the correct grade. 
The letter must also state that the reason for the change in grade is either an 
error in calculation or an error in transcription. 
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Scheduling of Classes and Attendance Regulations 

Deviations from Regularly Scheduled Class Times. Classes must be met only at 
the times for which they are regularly scheduled unless prior permission is received 
from the University Schedule Committee or the appropriate dean. A form for 
requesting this permission is available in the offices of the deans of the schools and 
college and of the chairmen of Trinity College of Arts and Sciences departments. 
The hours that have been established by the University Schedule Committee for 
convening classes outside the regularly scheduled time are 7:30-8:45 a.m. on 
Tuesdays and Thursdays. Exceptions to this policy includes scheduling in the School 
of Law. 

Religious Holidays. Although the university calendar does not observe many 
religious holidays, the various denominational organizations are encouraged to inform 
the deans of major holidays that may affect the classroom attendance and the 
submission of graded work of a significant number of students. In the event of a 
conflict, students wishing to observe a specific religious holiday should request their 
instructors to arrange for a postponement or makeup of work. If an instructor is 
unable or unwilling to grant the request, students should consult their academic 
deans. 

Instructors’ Absences. In the event that instructors have legitimate professional 
commitments that result in absence from class, they should notify both the 
department chairman and the students as early as possible. The class time must be 
made up by appropriate means to be approved by the department chairman or 
academic dean. 

Students’ Absences. The university places the responsibility for class attendance 
upon the student. Students are expected to attend classes regularly and punctually, 
and to recognize and accept the consequences of failure to attend. Instructors may 
refer to the appropriate academic dean students who are causing their work or that 
of the class to suffer because of their absence or tardiness. 

Excused Absences: Trinity College and the School of Engineering. Students who 
are absent from a test or a required class will be excused only for illnesses 
certified by a medical official of the university or for authorized representation of 
the university. Official excuses are obtained from the appropriate academic dean. 
Instructors should not request excuses from deans unless the class is required or a 
previously announced examination is missed. Instructors may designate classes that 
are required. 

Field Trips and Other Off-campus Programs for Students. Instructors who 
schedule field trips and other off-campus exercises which cause students to be 
absent from classes must notify each student’s dean forty-eight hours in advance of 
the absence. The instructors must report the date, time, апа nature of the activity 
in which the students will be taking part. 

Absence Due to Severe Weather Policy. Duke University is largely a residential 
campus. It is for this reason that only under extremely critical weather conditions 
may classes officially be cancelled. The decision to cancel classes will be made by 
the president or the provost, and will be announced on WDNC-AM 620 or FM- 
WDGC/G105. It should be noted that implementation of the severe weather plan, 
which concerns employees in critical areas reporting to work, in no way implies the 
cancellation of classes. This is not to say that individual members of the faculty 
may not find it impossible to hold class due to inclement weather. If this occurs, 
the faculty member is asked to notify the department chairman or dean. 
Occasionally the dean of a college or school may find it impossible or dangerous for 
classes in a given program to be held. Most often this would pertain to evening or 
continuing education classes. If this should occur, the dean, after consultation with 
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the provost, may decide to cancel classes іп the program. Тһе dean should alert 
students to this possibility and aprise them of procedures to obtain information on 
classes. 


Statement of Sexual Harassment of Students 

Definition. Sexual harassment in an academic environment is understood to be 
the intentional misuse of authority by a faculty member by conduct focusing on the 
sexuality of a student in the teacher-student context. 

Examples. Sexual harassment can take a variety of forms, from verbal suggestion 
or innuendo to repeated overtures of an overt physical nature or requests for sexual 
activity accompanied by implied or overt threats or inducements concerning a 
student’s grades, recommendations, academic progress, or professional standing. 

Policy. Sexual harassment may be egregious or less serious; regardless of degree, 
it abuses the student-teacher relationship and has no place in the academic 
community. Appropriate sanctions will be imposed. Sexual harassment may rise to 
the level of misconduct, justifying dismissal. 

Procedures. Students who believe that they have been sexually harassed should 
follow the procedures detailed in Appendix W. 


Student Assistants 

Undergraduate. Faculty members wishing to employ undergraduate students as 
assistants should consult their department chairman in Arts and Sciences, 
engineering, and medicine, or dean in other professional schools. 

In courses where undergraduate student assistants are used to grade nonobjective 
examinations, papers, or other class exercises, faculty members should adhere to 
the following guidelines: 

1. New student assistants should be properly trained and supervised by 
the class instructor or by experienced assistants. Where appropriate, 
the instructor should spot-check papers graded by assistants to ensure 
that proper standards are being followed. 

2. Students who believe that they have been graded unfairly should have 
the right of appeal to the course instructor, who must remain 
ultimately responsible for the grade given. 

Graduate predoctoral candidates with special training and qualifications are 
frequently appointed to serve as either research or teaching assistants to individual 
faculty members in certain departments and schools. The nature of the work 
assigned to an assistant and amount of time spent at it vary. Faculty members 
should consult their chairman or dean concerning the expected duties of such 
assistants. 

College Work-Study. Employment of students under the federal College Work- 
Study Program must be arranged through the applicable financial aid office to 
assure compliance with the regulations governing that program. 
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Chapter 7 
UNIVERSITY LIBRARIES 


The Perkins Library system and the Law, Business, and Medical Center Libraries 
comprise the university libraries. The Perkins System includes the William R. Perkins 
Library, or main library, and several separate libraries, one on East Campus and one 
in each of the following schools or departments: divinity, engineering, music, 
biology/forestry, math/physics, and chemistry. There is also a library at the Duke 
Marine Laboratory in Beaufort, North Carolina. The Perkins Library system is 
administered by the university librarian who reports to the Office of the Provost. 
The Schools of Law, Business, and Medicine have separate libraries that are 
administered by librarians who report to their respective deans. 


Perkins Library 

Selection of Library Holdings. At the beginning of the fiscal year funds are 
allocated to each academic department to purchase materials that support Duke’s 
teaching and research programs. Departmental representatives are notified of the 
amount available. 

Current titles recommended for purchase should be channeled through one’s 
departmental representative or sent directly to the Acquisition Department, Perkins 
Library. Queries about out-of-print items should be directed to the assistant 
university librarian for collection development, Room 117, Perkins Library. Prompt 
selection is encouraged so that desired items may be secured. | 

For research materials that are expensive or of an interdepartmental nature, 
general funds are usually available. The assistant university librarian for collection 
development should be contacted for these requests. General funds also cover the 
cost of subscriptions to periodicals, serial publications and the publications of a 
number of university and small presses received on standing order. 

Since the early thirties, when Duke University Library and the University of 
North Carolina Library exchanged catalogues of holdings, the two universities have 
been committed to a policy of cooperation. At that time subject and geographic 
areas of collecting responsibilities were agreed upon although they since have been 
modified somewhat in response to changes in academic programs. 

Because of the increase in the number of monographs and new journals that are 
published, as well as rising costs, it has become necessary for the Triangle 
institutions to share little-used journals and expensive reprint collections. Requests 
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to duplicate these and other library materials аге reviewed closely. To the extent 
that cooperation is successful the Duke community may be assured of access to this 
larger collection of resource materials. 

Circulation. Most books may be borrowed by members of the faculty for an 
indefinite period, but are subject to recall after two weeks if needed by another 
borrower. All books borrowed prior to April of each year must be returned for 
renewal before June 30. Periodicals, on the other hand, are generally restricted to 
library use only. 

The circulation desk staff, upon request, will provide location service for 
materials not on the shelves. If a needed book has been checked out to a colleague 
for longer than two weeks, a call-in may be requested. Books checked out to 
students on a two-week basis may have a hold placed on them to ensure that the 
requestor will receive the books upon return. 

Library materials needed by other members of the Duke community and materials 
not renewed by June are recalled by the circulation department staff. If a faculty 
member does not comply with a second request for an overdue or needed volume, 
the library staff assumes that the book is lost. At that time a third notice is sent 
imposing a fine of $5, a $25 processing fee, and a charge for the replacement of 
the volume. If the volume is returned at this point, all charges are cancelled except 
the fine of $5. If the volume has not been returned after a reasonable interval 
following the third notice, the total amount is deducted from the faculty member’s 
net pay in the subsequent pay period. 

Study Carrels. А limited number of carrels is available for assignment to 
members of the faculty whose work is oriented toward the main collection in 
Perkins. Forty closed carrels are available for assignment to the faculty and require 
written application to the head of circulation. Open carrel assignments may be 
requested through the loan desk personnel. Carrels are generally assigned for the 
year but must be renewed for the Summer Session and for the academic year 
following the Summer Session. 

Interlibrary Loan. The Interlibrary Loan Office attempts to help faculty members 
locate and borrow materials not held in the Perkins Library system. The office is 
open from 8:00 a.m. to 5:00 p.m. on Monday through Friday. Requests for assistance 
should be presented directly to the interlibrary loan librarian, but faculty members 
in the sciences are asked to channel their requests through their departmental 
librarians. The ILL office, Room 114, Perkins Library, is located on the first floor 
near the main loan desk. The Perkins Library has an arrangement with the UNC 
libraries at Chapel Hill, Raleigh, Greensboro, and Charlotte that permits direct 
borrowing by members of the faculty from these libraries. Cooperative borrower’s 
cards good for one year may be obtained through the main loan desk or from the 
interlibrary loan librarian. 

Books borrowed from the above libraries are subject to the loan regulations 
imposed by the lending library. 

Reference Services. Professional reference service is available for faculty 
members, students, and staff in all campus libraries. There are separate reference 
departments in Perkins Library, East Campus Library, and the Divinity School 
Library; in the branch libraries questions should be asked at the service desks. 

Reference librarians in the Perkins Library are on duty most hours the library is 
open. Card catalogue assistance, general assistance in the use of indexes or 
reference materials, and responses to specific reference questions will be provided 
upon request. Reference librarians will also provide group instruction in the use of 
library materials for classes in the humanities, social sciences, and sciences. 
Computerized bibliographic data bases may be searched, generally on a pay-as-you- 
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go basis. Interested members of the Duke community should consult reference 
librarians in Perkins or in one of the science libraries. Additional reference service 
is provided in the Rare Book Room, the manuscript department, amd the public 
document and maps department. 

Reserve Room. The Reserve Room provides controlled access to required readings 
for entire classes in support of courses currently being taught. Audio and video 
cassettes may also be placed on reserve in the Undergraduate Library. 

Requests for reserve materials should be submitted on standard reserve list forms 
available in the Undergraduate Library in Perkins and the East Campus Library. The 
library staff requests that instructions on the forms be followed carefully so that 
materials may be processed quickly and efficiently. Complete information, including 
call numbers, is required. 

All reserve lists are dated and processed in order of receipt. Faculty members 
who submit lists early receive obvious advantages. If books needed for reserve are 
not included in the library’s holdings or if there is an insufficient number of copies, 
rush order cards should be directed to the acquisitions department immediately. The 
library generally allocates one copy for every twenty students in the class, if funds 
are available and the need stated. Professors may also place personal copies of 
items on reserve when needed. 

Acting on the advice of the university counsel, the library does not place 
multiple photocopies of copyrighted materials on reserve. If a single copy is not 
sufficient for class needs, the undergraduate librarian should be contacted so that 
appropriate action may be taken. 

Guidebooks. A series of guidebooks that describe additional procedures and 
special collections in greater detail have been prepared by the library staff. These 
may be obtained near the reference desk in Perkins or in the appropriate branch 
library or library department such as the manuscript department or the Rare Book 
Room. 


School of Law Library 

The School of Law Library serves both the university and the local legal 
community. It features comprehensive coverage of Anglo-American law and contains 
a substantial collection of foreign and international legal materials, as well as a 
large treatise collection on subjects relevant to legal research. 

Selection of Library Holdings. Book selection and collection development policy 
reflect the teaching and research programs of the law school. Book selection is 
done by the law library staff with the advice of the faculty. 

The faculty is encouraged to make suggestions for book and periodical purchases. 
The library makes every effort to purchase materials recommended by the faculty. 

Circulation. The law library collection is largely for research and most materials 
do not circulate. Unless on reserve, treatises may be borrowed for use outside the 
library by Duke faculty and staff upon presentation of a university I.D. card. Loans 
are for one month, subject to recall after two weeks if requested by another 
patron, or immediately if the item is needed for reserve. All loans may be renewed 
unless there is a request for the item. 

Special Services. University faculty members may request a library tour and legal 
bibliography class for their students through the reference department. Occasionally, 
law library materials may be placed on reserve for in-house use by nonlaw students; 
generally items for this purpose are placed on reserve in Perkins through the 
undergraduate librarian. Faculty members may borrow law library materials for 
photocopying in their own departments or may arrange for account transfers with 
the law library. 
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Self-service photocopying facilities and typing desks are available for law library 
users. 

A variety of other services are available to law faculty. Please inquire in the 
reference department. 

Library Carrels. Law library carrels are assigned to student groups or reserved 
for law student use. If a faculty member needs to reserve a library work space, the 
director of the library should be consulted. 

Interlibrary Loans. The School of Law Library borrows from the libraries of 
other universities and lends to their faculties and students through the interlibrary 
loan facilities of its computerized cataloguing service. 

Reference Services. Law-trained reference librarians are available to assist with 
the location and use of legal materials and to suggest research strategies to answer 
particular legal research problems. 


Medical Center Library 

Selection of Library Holdings. Recommendations for the purchase of books, 
journals, and media materials are welcomed from all library users, and are generally 
honored if within the scope of the collection and if budgetary constraints permit. 
Request cards are available and those recommending purchases will be notified when 
materials are ready for circulation. 

Circulation. All readers, whether students, faculty, or staff, are bound by the 
same lending regulations. In signing a charge card the borrower agrees to comply 
with the library’s circulation rules. Details of loan services may be found in the 
library guide; in general, books may be borrowed for a two-week period, and bound 
journals for one week; up to three renewals for like periods may be requested if 
there has been no other call for the item. Faculty of non-Medical Center 
departments will be issued a borrower’s card upon request to the circulation 
department with appropriate university identification. 

Facilities for Media Use. The library has equipment for the use of video cassette 
tapes, slide transparencies, and audio cassette tapes. Media materials are integrated 
into the book and journal collections, and are represented in the library catalogues. 
Special assistance in locating audio-visual materials is available from the readers’ 
services department. 

Security System. To ensure better access to library materials for all patrons, the 
library is protected by an electronic book theft detection system. Patrons are 
cautioned to go through the proper check-out procedures before taking materials 
out of the library for any reason. 

Carrels. Closed carrels and group study rooms are restricted to the exclusive use 
of Medical Center students and personnel and are available daily on a first come, 
first served basis only. 

Photocopying. Self-service coin-operated copiers are available on each stack moor 
and in the current journal area. Arrangements may be made for departmental billing 
of self-service photocopy charges via a properly executed I.R.I. form. Photocopying 
service by library personnel is provided as far as copyright regulations permit; 
charges are $.10 per exposure with a minimum charge of $1. Details concerning 
photocopy services may be obtained at the circulation desk. 

Reference and Bibliographic Services. Librarians are available to aid in the 
location of library materials; to decipher or verify references; to respond to brief 
queries for biographical information, addresses, telephone numbers, etc.; to instruct 
in the use of library catalogues, special bibliographies, and various indexing and 
abstracting services; to provide bibliographic search services, usually through the 
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computerized bibliographic files made available by the National Library of Medicine 
and other on-line data base suppliers; and to assist Medical Center users in 
obtaining items that the library does not own, through the interlibrary loan service. 
Tours or instructional seminars tailored to individual groups may be arranged 
through the Readers’ Services Department. 

Reserve Collection. In order to provide maximum access to materials in heavy 
demand, the library maintains a reserve collection. This collection consists of books 
and photocopies of journal articles assigned by faculty members for specific courses 
or seminars, as well as frequently used basic textbooks. Materials are restricted to 
library use except for overnight charges. Faculty members are sent forms on which 
to request materials each fall; these must be returned at least two weeks before the 
beginning of the semester. The library will provide a maximum of two photocopies 
of any journal article for reserve. 

Guidebooks. A library guide to the services and facilities has been prepared for 
the use of readers. Detailed information sheets on resources useful for various dis- 
ciplines may also be found at the information desk. 


Fuqua School of Business Library 

The Fuqua School of Business (FSB) Library collects books, journals, and 
specialized materials in the areas of accounting, finance, economics, marketing, 
organizational behavior, operations management, and quantitative methods. The 
library is intended primarily for use by the faculty and students of the Fuqua 
School of Business. 

Selection of Library Holdings. In addition to maintaining its own acquisitions 
program, the FSB Library purchases materials recommended by the faculty and 
students of the Fuqua School of Business. Requests for materials should be sent to 
the library with any accompanying information, such as publishers’ brochures. After 
books have been received and catalogued, they may be mailed to the requestor’s 
office, if the library has been requested to do so. 

Circulation. Facuity and Ph.D. students in the Fuqua School of Business may 
borrow materials for one semester; M.B.A. students may borrow materials for two 
weeks. Materials may be renewed unless they have been requested by another user. 

Special Services. The FSB Library provides a number of special services for FSB 
faculty and students, including computer searching, library instruction, and selective 
dissemination of information (SDI). Computer searching and library instruction are 
provided as part of the daily reference service. The cost of searching bibliographic 
data bases is subsidized for students in the Fuqua School of Business. Library 
instruction is available to individuals, groups, or classes of students, and a session 
that addresses a specific research problem may be scheduled with the librarian. An 
SDI service, based on the library’s 200-title current journal collection, is available 
for FSB faculty and may be arranged with the librarian. 
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Chapter 8 
UNIVERSITY RESOURCES AND SERVICES 


Auto Rental Discounts 

Rental cars are available at discount rates to Duke University employees, 
students, alumni and their families. 

To be eligible, renters must be at least eighteen years old, have a valid driver’s 
license and a major credit card. 

Employee Services at 705 Broad Street has a list of car rental companies 
complete with negotiated Duke rates and the Duke corporate identification stickers 
needed to rent vehicles at these reduced rates. The sticker is placed on your major 
credit card. The corporate identification number does not provide a method of 
charging for car rental. Travelers pay the rental charge when the car is returned. 

Renters are responsible for all charges incurred on their major credit cards. 
Duke does not reimburse insurance coverage sold by car rental agencies. Instead, 
Duke carries a self-insurance policy. The university carries a $200,000 travel 
accident insurance policy which covers all employees traveling on Duke business. 

Gasoline charges are paid by the renter. Each car rented should have a full tank 
when obtained from the rental agency. The renter is encouraged to return the 
rental car with a full tank to avoid paying a higher charge for gasoline. 

All contract clauses should be read closely by the renter before the contract is 
signed. A signed contract is legally binding on the renter. 

Duke is not directing that all personnel use any specific agency. Reimbursement 
for all car rentals will continue to be made for travel that involves authorized Duke 
business. Renters are urged to check on special promotional rates (such as weekend, 
weekly rates) which in some instances may be lower. 


Bulk Mail 

A bulk mail processing facility exists so that large mailings of more than 200 
pieces may be sent at the third-class nonprofit postage rate. To accommodate 
mailings of this size, folding, inserting, labeling, sorting, and metering services are 
available. For more information contact 684-2423. 


Campus Mail 
Delivery and pickup of both U.S. Postal Service mail and campus mail are 
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provided daily. Only official university mail is accepted by Campus Mail Services for 
campus distribution. Use of the mail services for purposes of solicitation or 
nonuniversity related business is prohibited. 

Mail and small parcels must be fully addressed to be processed by Campus Mail 
Services. Specific addressing guidelines are located in the Office Systems Guide or 
Duke’s telephone directory. Return addresses should be included on all mail so that, 
should the need arise, campus mail services can contact the sender. 

Departments that use the metered postage services of campus mail services are 
charged for all postage expenses incurred and therefore should have the appropriate 
fund code attached to each piece or pieces to be metered. 


Campus Transportation 

Free bus service on campus is provided by the university. Schedules are available 
at the Bryan Center Information Desk, the Traffic Office, and on all buses. 

Cars and vans are available for hourly or daily rental; if necessary, drivers can 
also be provided. In addition, buses are available for charter. 

For information call Transportation Services at 684-2218. 


Cash and Travel Advances 

Duke University arranges cash and travel advances to faculty members so that 
they do not have to use personal funds to pay official university expenses, or when 
traveling on official university business. Travel advance requests must be approved 
by the department head or principal investigator (other than payee). An advance is 
charged to the faculty member signing the request even though, in the case of 
travel advances, the advance may be for some other individual traveler. Travel 
advances will normally not be provided more than two weeks prior to the 
requestor’s departure date. Earlier advances will be provided when circumstances 
justify doing so (e.g., advance payment of conference registration fee, prepayment 
of airline tickets to obtain a discount). The circumstances necessitating an earlier 
advance should be specified on the request for a travel advance. An expense 
voucher must be filed within thirty days of the date the trip was completed for 
travel advances and thirty days of the date the advance was made for cash 
advances. Any portion of the advance not cleared within the required time will be 
deducted from the requestor’s next paycheck. 


Classroom Reservations 

Classrooms may be reserved by calling the appropriate person listed under 
"Reservations" in the Duke Telephone Directory. The scheduling of Arts and 
Sciences classrooms on East and West Campus is coordinated by the schedule 
secretary through the Office of the Registrar. Faculty members may call 684-3759 
between 8:00 a.m. and 4:30 p.m. to reserve space for meetings. Reservations are 
made contingent upon availability based on the class periods stated in the official 
schedule of courses. 


Computation Facilities 

The Duke University Computation Center (DUCC) provides computing, keypunch, 
programming, and consulting services. DUCC user services specialists coordinate 
computing services from the Triangle Universities Computation Center (TUCC) 
located in Research Triangle Park, DUCC, and the many clusters of desktop 
computers throughout the campus. TUCC computer systems include an IBM 3081, 
IBM 370/165, and two (2) НР2ООО processors. DUCC operates an IBM 370/158 that 
is linked to TUCC via a high speed microwave system. The DUCC, TUCC, and 
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various desktop microcomputer system clusters provide а broad spectrum of batch 
and interactive computing services to support instruction and research throughout 
the Duke campus. 

Faculty members wishing to use computing services for educational and research 
purposes should apply through their department, which has its own computing 
budget. 

All computer hardware, software, and computing services contracts require the 
prior approval of the vice-president for information services. More specific 
information regarding the availability and use of computation facilities may be 
obtained from the director of the computation center or the president for 
information services. 


Copy Center 

The Copy Center provides a high-volume duplicating service at cost-efficient 
rates. It is equipped with one Xerox 9500 copy system and two Xerox 9400 duplex 
duplicating systems, as well as automatic staplers, hole punching equipment, a 
paper cutter, and three binding systems. Free pickup and delivery are offered, and a 
wide variety of paper, cover stock, and colored paper is available for selection. 

A schedule of services and charges is available in the Copy Center in 017 Old 
Chemistry Building. For additional information, call 684-5431. 


Dining Facilities 

Duke University Food Services offers a wide variety of dining options for 
faculty, staff, students, and guests throughout the academic year in three main 
locations: Trent Drive Hall, East Campus, and West Campus. 

The Faculty D Room offers a wide selection of luncheon items in a buffet style 
for faculty members and their guests. Located on the second floor of the West 
Campus Union building, it is open weekdays from 11:30 a.m.-1:00 p.m. In addition to 
the Faculty О Room and the Blue and White board plan cafeteria, West Campus 
houses the University Room cafeteria which offers a la carte items for weekday 
breakfast and lunch. The Cambridge Inn (C.I.), open midday to midnight, offers cold 
sandwiches, grilled items, beverages, and snacks. The Oak Room restaurant has full 
table service for lunch Sunday through Friday, and dinner, Wednesday through 
Friday and Sunday. 

The Bryan University Center has a Rathskeller that offers a complete breakfast, 
lunch, and dinner menu ranging from sandwiches to steak dinners. Also included in 
this facility is a snack bar, and Licks opens nightly with ice cream treats. 

Trent Drive Hall houses its own lunch-time a la carte cafeteria, the Sprout 
lunch-time salad and soup bar, and Gradeli’s, a delicatessen and snack bar open 
midday to midnight. 

The East Campus Union Building is home to the East Court, an unlimited seconds 
style cafeteria for board plan students and guests. The Magnolia Room offers a 
buffet for faculty members and their guests weekdays from 11:30 a.m.-1:00 p.m. 

The Down Under (D.U.), is located in Gilbert-Addoms dormitory on East Campus. 
It offers deli-type sandwiches, soups, salads, snacks, and beverages for late 
afternoon and evenings. 

Members of the faculty may purchase points in small denominations at a reduced 
rate. These points may be used in all of the operation; noted above. 


Duke Temporary Service 
The Duke University Temporary Service operates within the Department of 
Human Resources and is available for use by all departments. The service furnishes 


Faculty Handbook / 12-87 8/ 3 


clerical assistance ог temporary replacements for secretaries, medical 
transcriptionists, laborers, and many others who are absent from work because of 
illness, vacation, jury duty, or the like. The employing unit is charged on a per 
hour basis for these services. For more information, contact Temporary Services at 
489-2019. 


Duke University Calendar 

All events of general interest, either occurring on campus or sponsored by the 
university, should be registered in the Office of Cultural Affairs, telephone 
684-5578. 

A yearly calendar listing all scheduled major events is published by the Office of 
Cultural Affairs at the beginning of the school year and is mailed to ali university 
faculty and staff members. Deadline for information to be included in the annual 
calendar is July 1. 

For information regarding the weekly calendar, contact the editor, Duke 
Dialogue, 681-4514. 


Duke University Press 

At Duke University Press the emphasis is on publication of scholarly and 
professional books and journals. Books are offered for course adoption whenever 
feasible, and submission of materials with a course application is welcome. As a 
matter of policy, the press does not publish original fiction, verse, or drama. 
Although the press welcomes manuscripts from Duke faculty members, who 
contribute a substantial portion of the books published each year, the press is not 
bound to publish works by Duke authors in accordance with any fixed percentage 
per year, nor does the press limit its scope to any one field of study, group of 
authors, or region. 

The Duke University Press publishes twelve journals in such varied subject areas 
as mathematics, ethnohistory, microcomputers, health politics, forest history, social 
sciences, American literature, Hispanic American history, medieval and Renaissance 
studies, psychology, humanities, and political economy. 

The press is financed through book sales and journal subscriptions, interest from 
the Duke Press Endowment for Humanities Publishing (established by an NEH 
challenge grant), an annual subsidy from the university, occasional grants from 
various sources for its overall operation or specific projects, and specific title 
subsidies. The governing system of the press consists of an Editorial Advisory Board 
of eleven members, nine of whom are from the Duke faculty, one is from the 
publishing field off campus, and the eleventh member is the director of the press. 
This board meets monthly and decides which books and journals are published by 
the press, and advises the provost, to whom the director reports, on financial and 
other policy matters related to the press’s operations. A four-member Board of 
Visitors composed of outstanding figures in publishing, journalism, and the 
humanities advises the director on overall policy matters and long-range strategy; it 
convenes once a year for a two-day meeting and is consulted informally by the 
director year around. 

Faculty members are welcome to discuss any problems of publication with the 
director, individual editors, editors of its journals or its professional staff. For a 
list of journals published by the press, see Appendix X of this handbook. 


Faculty/Staff Assistance 
The Personal Assistance Service (PAS) offers professional, confidential assistance 
to Duke University faculty, employees, and their family members for resolving a 
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broad range of personal difficulties. Тһе counselors can provide assessment, referral, 
and short-term counseling services as appropriate for such difficulties as: emotional 
distress, marital/family conflicts, alcohol and drug problems, work stress, and other 
personal problems. The PAS is voluntary, confidential, and offered at no charge to 
the individuals seeking assistance. Any information is maintained by the PAS 
counselor and is not part of, or accessible to, any university or Medical Center 
record system. 

The PAS is located in the Marshall Pickens building at the corner of Erwin Road 
and Trent Drive, and the office telephone number is 684-2769. Anyone wishing to 
schedule an appointment to meet privately with a counselor may do so by calling 
the PAS office. Faculty may also suggest PAS as a resource to their employees who 
are experiencing work problems, as these тау be associated with a personal 
difficulty. Faculty are requested to review the situation with a counselor in such 
instances. 


Fund-Raising Solicitation 

Over the years the number of mail and other solicitations from Duke University 
has multiplied to the point where coordination of various appeals for funds 
originating from the university is justified. In an effort to do so, all requests for 
mail or other solicitation of funds on behalf of Duke University, whether by an 
office of the university or by an independent group in the name of Duke, must be 
coordinated through the director of university development, including any fund- 
raising mailings to the faculty and staff of the university, the alumni of the 
university, and any other groups which constitute an identified constituency of 
Duke, in addition to mailings to foundations and corporations. 


Graphic Arts Services 

The Office of Graphic Arts Services is an in-house operation consisting of three 
sections: customer service, prepress services and the printing plant. All printing 
requests should be directed to customer service at 684-3455 where design, 
typesetting, and printing will be coordinated and university procurement procedures 
observed. Word processing services are offered directly through prepress (684-3455), 
and high volume printing that does not require design or typesetting may be 
obtained directly at the printing plant (286-4474). 


Gifts of Tangible Personel Property 

The following procedures have been established for accepting gifts of tangible 
personal property, including works of art, literary works, manuscripts, and other 
items: 

Initial Notification. The university is notified of the desire of a donor to make a 
gift of tangible personal property. This notification should include complete details 
of the proposed gift. 

Consideration for Acceptance. Upon receipt of notice of the proposed gift, the 
appropriate university official will promptly review the proposal and decide whether 
to accept or reject the proposal. This decision will, of course, be made after a 
careful review of the proposal and consideration of the university’s collections and 
needs. The donor will be notified of the university’s decision as soon as possible. 

Delivery of Gift or Loan. The donor will deliver a duly executed deed of gift. 
Shipping, insurance, and other necessary arrangements will be mutually agreed upon 
by the donor and the university. 

Completion of Gift or Loan. A formal acknowledgement of the gift will be 
forwarded to the donor, and the Gift Records Office and Insurance Office will be 
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notified. The appropriate university official will properly accession gifts as required. 

Valuation of Gifts. The university will undertake по responsibility for 
establishing the value of a gift of tangible personal property for purposes of 
supporting a donor’s charitable contribution deduction. Any independent appraisal 
considered necessary--either by the university in order to decide whether to accept 
or reject a proposed gift or by the donor for his or her tax purposes--shall be 
obtained and paid for by the donor. Internal appraisals made by the university for 
its own purposes shall not as a matter of policy be shared with donors. 

Exceptions to this policy may be granted only with the advance written approval 
of the university counsel. 


Health Care Services 

The Private Diagnostic Clinics and Pickens Family Practice are medical facilities 
available to provide comprehensive health care to members of the Duke communitiy 
and their dependents. Faculty members may elect coverage from a choice of two 
health care programs with Blue Cross/Blue Shield of North Carolina (the 
Comprehensive Plan) or the Personal Care Plan, which provides coverage for 
inpatient and outpatient services, and professional fees. Duke pays eighty-five 
percent of the premium for the full-time faculty member and fifty percent of the 
premium for dependents. The faculty member pays the balance. Duke Health Service 
(DHS) is offered to all Duke employees who are enrolled in the Comprehensive Plan. 
DHS provides special benefits and discounts for employees and their dependents 
when medical care is obtained at Duke University Medical Center. For information 
concerning DHS hours and location call 684-3031. 


Identification Cards 

In the fall of every year, each eligible person receives a wallet-size card which 
identifies him or her as a member of the facuity of Duke University. The card is 
issued by the Office of Benefits and Records. 


Information 

A general information service for the entire university community is located at 
the Information Desk at the main entrance of the Bryan University Center. The 
service locates individual faculty members and university employees, and provides 
miscellaneous information about special events at the university. The Information 
Desk, open between 8 a.m. and 1 a.m. Monday through Sunday, may be reached at 
684-2323. To locate individual students, call 684-3322. 


Keys 
Each department is responsible for advising each faculty member of the 
departmental procedure for obtaining office keys. 


Licensing of University Indicia 

Duke University protects the use of the designations, designs, names, marks, 
seals, logos, and symbols which have come to be associated with the university, 
some of which have been trade- or service-marked. 

The university has developed a program to license the use of its marks in 
appropriate cases under conditions which will protect the university’s interests, for 
the purpose of generating new sources of income. 

Administrative responsibility for the licensing program is vested in the Licensing 
Committee which is currently chaired by the director of Duke University stores, and 
all inquiries about and opportunities for licensing should be referred the that office. 
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This committee will review recommended licensing arrangements for suitability and 
approve and supervise the quality and characteristics of goods and services sold, 
provided, promoted, or advertised under license agreements. The committee will 
include the directors of alumni affairs and athletics--or their designees--and shall 
meet at the call of the chairman. 

Any net income derived from the licensing program shall be considered a product 
of the university’s reputation as a whole rather than any unit within it. To provide 
an inducement to seek out new licensing opportunities for the university, however, 
net royalty income from any license which is demonstrably attributable to a 
particular department or division will be shared on a fifty-fifty basis with that unit. 


Lost and Found 

Found articles may be taken to the following locations: West Campus--Public 
Safety Office on Campus Drive or the Information Desk in the Bryan Center; East 
Campus--Housekeeping Office in the Union-Brown Arcade; Medical Center-- 
Housekeeping Office or, after hours, the Hospital Admitting Office. 


Meal Reimbursement Procedures 

Faculty and staff may utilize one of three options for requesting reimbursement 
for meal expenses while traveling on Duke University related business subject to 
any budgetary limitations: 

Option one: Submit a travel expense voucher form with meal receipts/credit 
card slips attached to support the reimbursement amount for meal 
expenditures. 

Option two: Record a $14 per diem on the travel expense voucher. No receipts 
or documentation required. (Record a $7 per diem if traveling on 
Duke business between midnight and noon and a $7 per diem if 
traveling between noon and midnight.) 

Option three: Complete a daily recap of meals form and submit with the travel 
expense voucher to support the meal reimbursement request. Meal 
receipts/credit card slips are required for every meal that 
exceeds $25 (excluding tip and sales tax). 

The meal reimbursement request for options one and three must be neither lavish 
nor extravagant. The IRS does not permit meal reimbursement unless the trip 
requires an overnight stay or unless the meal involved a business-related discussion. 

Example: the university cannot reimburse a meal expenditure in Raleigh (a day 
meeting) unless the meal involved a university business-related discussion. 

The daily recap of meals sheet is to be submitted with the travel reimbursement 
form for departmental approval and for audit and payment by accounting operations. 
Copies of the daily recap form are available from 306 Allen Building (684-6045). 
Departments can develop their own daily recap of meals form provided it includes 
the data shown on the attached form. 


Parking 

All vehicles operated on campus by members of the university community must be 
registered with the Traffic Control Office or Medical Center Traffic and Parking 
Office by completion of a registration form and payment of the appropriate fee. 
When registering, the vehicle operator is assigned a parking zone, and is issued 
detailed traffic regulations and a campus map. 

Parking and traffic regulations are enforced by ticketing and, when necessary, 
towing, or revocation of the right to operate a vehicle on university premises. If 
the vehicle is towed, the owner is responsible for the towing fee. Tickets may be 
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paid at the Traffic Control Office, ог the amount is deducted from the individual’s 
paycheck if not paid within fifteen days. Tickets and towing may be appealed in 
writing within ten days; appeal forms are available at the Traffic Control Office and 
will be mailed by that office on request. 

For more detailed information consult the parking and traffic regulations booklet 
issued by the Traffic Control Office. 


Pay Advances 

Three types of pay advances are available, under certain conditions, to Duke 
University faculty members. The first type is a manual paycheck made out in an 
amount already due to the faculty member. This type of payment is most commonly 
used to correct a previous paycheck that was in error. Manual paychecks are 
written only when pressing extenuating circumstances preclude the correction from 
being processed with the next regularly scheduled payroll. The second type is the 
payroll advance, which represents the distribution of a sum of money that will be 
withheld from the recipient’s next regularly scheduled paycheck. Іп general, 
individuals are discouraged from seeking this type of advance. The Duke University 
Federal Credit Union and local banks are available for loan purposes. However, 
under unusual and compelling circumstances, the university may make an exception 
to this policy on an individual case basis. If granted, a payroll advance is limited to 
the amount actually earned by the faculty member as of the date the advance is 
made. Third, members of the faculty may request that a vacation pay advance be 
issued on the last scheduled work day prior to their vacation, provided that a 
regular payday falls within the vacation period, and that the scheduled vacation 
exceeds five working days. A written request for vacation pay should be submitted 
to the individual’s department chairman or dean ten days in advance of the 
scheduled vacation. 


Physical Planning, Assignment of Space, and Naming of Buildings 

Physical and Environmental Planning. The Committee on Facilities and 
Environment is advisory to the chief executive officers (CEO) and is concerned with 
issues relating to the campus or areas contiguous to the campus. The committee is 
particularly concerned with the aesthetics of renovations and the appearance and 
general location of new buildings. The committee also reviews questions of zoning, 
land use, streets and highways adjacent to the university, and all campus-related 
environmental issues. 

The actions of the Committee on Facilities and Environment take the form of 
recommendations to the chief executive officers group. Recommendations dealing 
with the aesthetics of renovations and construction that go before the Building and 
Grounds Committee of the Board of Trustees are ordinarily reviewed by the 
committee. 

The committee is staffed by six administrators designated by the CEO group, by 
six faculty appointed by the president on recommendation of the Academic Council, 
and by one undergraduate and one graduate student appointed by the president. The 
committee is cochaired by one administrator and one faculty member appointed by 
the president. 


Assignment of Space. Space assignments within divisions of the university are the 
responsibility of each vice-president. Assignment or reassignment of space to 
divisions is the prerogative of the president. In the academic sector (except for 
the Medical Center) the assistant provost for academic facilities serves as the 
primary administrative officer responsible for the overall inventory and assignment 
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of space, аз well as coordinator for academic space needs involving other units in 
the university. To manage the allocation of space effectively, matters relating to 
the assignment of academic space should be referred to the Academic Facilities 
Office for formal attention and action. Department chairmen in Arts and Sciences 
and the School of Engineering are asked to submit their requests to their dean for 
approval and forwarding to the Academic Facilities Office; other deans and directors 
of nonteaching units are asked to submit requests directly to the assistant provost 
for academic facilities. For information on the temporary assignment of space, see 
"Classroom Reservations" in this chapter or Appendix S. 


Naming of Buildings! 


Public Safety 

The Duke Public Safety Department, located at 2010 Campus Drive, is a 
university support unit whose purpose is to establish and maintain an atmosphere 
in which people in the university community can go safely about their varied 
activities. Its general responsibility is to protect persons and property on the Duke 
campus through appropriate enforcement of the laws of North Carolina and through 
several nonenforcement service functions. 

Duke University public safety officers derive their police powers from the state 
under the provisions of North Carolina General Statute 74-A. Police commissions are 
granted under the statute by the attorney general of North Carolina upon 
certification of several rigorous standards. The commission provides individual 
officers with all the powers of municipal and county police officers of North 
Carolina, including the power to make arrests for felonies and misdemeanors within 
the jurisdiction. 


Purchase of Personal Computers 

Members of the faculty and staff may purchase through the university, and at 
university cost, items that have a minimum price of $50, as long as they are willing 
to pay a ten percent processing fee. An exception to this policy has been made for 
the purchase of microcomputers which may be bought at the university rate without 
the additional fee. A sales tax will of course be added. 


Recreation 

Numerous recreational opportunities and facilities are available to faculty 
members, including basketball, tennis, squash, racquetball, archery and field archery, 
badminton, volleyball, weight room, vita parcours, running track, cross-country, and 
the Aquatic Center, Card Gym Pool and East Campus Pool. Lockers are available in 
Card Gym and East Campus Gym. 

Duke University Preventive Approach to Cardiology (DUPAC) is a special fitness 
program open to all members of the faculty. Faculty members may enroll in activity 
classes and noon-hour intramurals. A printed schedule of activities and facilities 
open to faculty members is available from the Department of Physical Education. 

The Duke Forest offers an additional recreational facility. The location of hiking 
and jogging trails, picnic sites, and other points of interest may be obtained from 
the Office of the Dean, School of Forestry and Environmental Studies. Special 
picnic areas are located near the baseball field. 


1The policy on naming buildings was іп the process of revision at the time of 
printing. 
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The Duke Faculty Club is open to ай members of the faculty and those 
employees of Duke University who are compensated on a monthly basis. The club 
invites membership by payment of a membership fee and annual dues. The Faculty 
Club provides outdoor swimming pools, all-weather and platform tennis courts, a 
club house, and bar facilities. The Faculty Club is a nonprofit organization funded 
entirely by its membership and does not receive any financial support from the 
university. 


Searle Center 

The Searle Center is a conference/meeting/banquet facility for large or small 
groups. Full catering and extensive audiovisual services are available. Parking is 
available in Deck II on Erwin Road during the business week and in the lot 
adjacent to the Searle Center off Research Drive during nights and weekends. For 
reservations and information call the Searle Center at 684-2904. 


Statistical Consulting Services 

Consultation on statistical methodology as it relates to research is available from 
the Statistical Consulting Center in the Institute of Statistics and Decision Sciences 
and from the Division of Biometry and Medical Informatics in the Department of 
Cummunity and Family Medicine. The Statistical Consulting Center provides 
consultation services for all other areas of the university. A third group, in the 
School of Forestry and Environmental Studies, serves forestry and the biological 
sciences. 


Stores 

The Duke University Stores are owned and operated by Duke University and 
offer a variety of services and materials to the Duke community. 

The University Store is located in the Bryan University Center, and offers school 
and office supplies, magazines, clothing, gift items, and other merchandise. The East 
Campus Store, located in the Crowell Building on East Campus, carries similar items. 

The Duke University Bookstore, located in the Bryan University Center, stocks 
textbooks for all Duke courses. It also handles faculty requests for binding books 
and journals. | 

The Medical Center Bookstore offers biomedical textbooks and reference books, 
as well as laboratory and clinical instruments and office supplies. Facilities for 
browsing are available, as are special individualized services. The bookstore is 
located on the ground floor of the Seeley G. Mudd Building. 

The Gothic Bookshop, located in the Bryan University Center, carries thousands 
of titles, antiquarian books, and a select group of maps, prints, and watercolors. 
The Gothic Bookshop will special order any title currently not in stock. 


Telephones 

Each call made from an office phone is the responsibility of the person placing 
the call, except when prior clearance has been granted by the department chairman. 
Telephones may be restricted to local use only and locks may be obtained from Tel- 
Com for phones in public areas. 


Textbooks 

Textbooks and reference materials for all courses at Duke are stocked in the 
Duke University Bookstore. Faculty are advised of textbook-ordering procedures by 
mail each semester. Text titles are needed well in advance of semester openings to 
allow sufficient delivery time from the publishers, and to inform the bookstore of 
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which titles may be purchased as used books from students and used book 
companies. The bookstore is located in the Bryan University Center. 


Travel and Entertainment Reimbursement 

The university will reimburse staff members for use of their personal automobiles 
($.21 per mile) while on university-related business. Documentation for such requests 
should include date, destination, mileage, and university-related purpose. Mileage 
reimbursement should not exceed the lower of the mileage reimbursement cost from: 
(a) place of residence to the destination or (b) Duke University to the destination 
and return trip, when the trip occurs on a scheduled workday. 

Examples: 

1. Meeting in Chapel Hill on a scheduled workday--staff member lives in 
Roxboro. Duke University will reimburse mileage costs from Duke 
campus to Chapel Hill and return trip, not from Roxboro to Chapel 
Hill and return. 

2. Staff member goes to the airport on a scheduled workday to leave for 
a convention. Duke University will reimburse staff member: (a) the 
lower of the mileage costs from place of residence to the airport and 
return or $6.40 plus airport parking fees or (b) the lower of the trips 
from the place of residence to the airport and return or $12.80 and no 
long-term parking fees. 

Duke University ensures complience with Internal Revenue Service regulations 
when reviewing entertainment and travel reimbursement requests. This includes 
documenting this information: 

entertainment: date 

place 

persons attending 

business purpose of the function 
travel: purpose of trip 

destination 

date/time of departure and arrival 

Exceptions to Duke University travel policies or IRS regulations will be 
forwarded to the appropriate university officer for resolution. 

Questions may be directed to Barbara Holbrook at 684-6045. See also section 
"Meal Reimbursement" and "Cash and Travel Advances" in this chapter of the 
handbook. 


University Stationery 

University stationery is available in the offices of department chairmen or 
program directors. This stationery is to be used only for official university business. 
All official correspondence of Duke University must appear on standardized 
university stationery. The Medical Center has an additional style option. For further 
information contact Graphic Arts Services, 684-3455. 


Use of Student Activities Building, West Campus 

The Student Activities Building was constructed primarily for the use of 
students, and is maintained with funds derived from tuition income. Increased use of 
the building by persons other than students has resulted in a situation in which the 
availability of the facility to students has been greatly reduced and, on some 
occasions, completely eliminated. To alleviate this problem, the Student Activities 
Building (with the exception of the handball and squash courts) will be reserved 
exclusively for student use during the following hours: 
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Monday through Friday 1:00 р.т.-6:30 p.m. 
Saturday 11:00 a.m.-5:00 p.m. 
Sunday 2:00 p.m.-5:00 p.m. 

The university will continue to make its athletic facilities available to its 
extended community whenever possible without interfering unreasonably with student 
use of the facilities during the hours when they are not in class. 

Members of the university community may wish to know of the special program 
of reduced rates and payroll deductions available to Duke employees who choose to 
join the Durham YMCA. 
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Since the English language contains no singular pronoun which includes both 
sexes, wherever the word he appears in this document, it signifies he or she. 

Those appendices that contain the official documents of the university do not 
observe the conventions applied to the rest of the Faculty Handbook. The editor 
chose to reprint the official documents in their original format. 


Appendix А 


THE INDENTURE ОЕ TRUST 
BY WHICH THE UNIVERSITY WAS CREATED 
RESTATED CHARTER OF DUKE UNIVERSITY 
BYLAWS OF THE UNIVERSITY 


The Indenture of Trust 


Among the provisions of James B. Duke’s Indenture of Trust was an educational 
institution to be known as Duke University, to the building and support of which he 
made provision at the time of execution of the Indenture and later by additions 
thereto by the operation of his will. In respect to Duke University the Indenture 
contains the following provisions: 


I. (In Article FOURTH) The Trustees hereunder are hereby authorized and 
directed to expend as soon as reasonably may be a sum not exceeding Six Million 
Dollars of the corpus of this trust in establishing at a location to be selected by 
them within the State of North Carolina an institution of learning to be known as 
Duke University, for such purpose to acquire such land and erect and equip thereon 
such buildings according to such plans as the Trustees may in their judgment deem 
necessary and adopt and approve for the purpose, to cause to be formed under the 
laws of such state as the Trustees may select for the purpose a corporation 
adequately empowered to own and operate such properties under the name of Duke 
University as an institution of learning according to the true intent hereof, and 
convey to such corporation when formed the said lands, buildings and equipment 
upon such terms and conditions as that such corporation may use the same only for 
such purposes of such University and upon the same ceasing to be so used then the 
same shall forthwith revert and belong to the Trustees of this trust as and become 
a part of the corpus of this trust for all purposes thereof. 

However, should the name of Trinity College, located at Durham, North Carolina, 
a body politic and incorporate, within three months from the date hereof (or such 
further time as the Trustees hereof may allow) be changed to Duke University, 
then, in lieu of the foregoing provisions of this division "FOURTH" of the 
Indenture, as a memorial to his father, Washington Duke, who spent his life in 
Durham and whose gifts, together with those of Benjamin N. Duke, the brother of 
the party of the first part and of other members of the Duke family, have so 
largely contributed toward making possible Trinity College at that place, he directs 
that the Trustees shall expend of the corpus of this trust as soon as reasonably 
may be a sum not exceeding Six Million Dollars in expanding and extending said 
University, acquiring and improving such lands, and erecting, removing, remodeling 
and equipping such buildings, according to such plans, as the Trustees may adopt 
and approve for such purpose to the end that said Duke University may eventually 
include Trinity College as its undergraduate department for men, a School of 
Religious Training, a School for Training Teachers, a School of Chemistry, a Law 
School, a Coordinate College for Women, a School of Business administration, a 
Graduate School of Arts and Sciences, a Medical School, and an Engineering School, 
as and when funds are available. 
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II. (In Article FIFTH) Thirty-two percent of said net amount not retained as 
aforesaid for addition to the corpus of this trust shall be paid to that Duke 
University for which expenditures of the corpus of the trust shall have been made 
by the Trustees under the "Fourth" division of this Indenture so long as its name 
shall be Duke University and it shall not be operated for private gain, to be 
utilized by its Board of Trustees, in defraying its administration and operating 
expenses, increasing and improving its facilities and equipment, the erection and 
enlargement of buildings and the acquisition of additional acreage for it, adding to 
its endowment or in such other manner for it as the Board of Trustees of said 
institution may from time to time deem to be to its best interests, provided that in 
case such institution shall incur any expense or liability beyond provisions already 
in sight to meet same, or in the judgment of the Trustees under this Indenture be 
not operated in a manner calculated to achieve the results intended hereby, the 
trustees under this Indenture may withhold the whole or any part of such 
percentage from said institution so long as such character of expense or liabilities 
or operations shall continue, such amounts so withheld to be in whole or in part 
either accumulated and applied to the purposes of such University in any future 
year or years, or utilized for the other objects of this Indenture, or added to the 
corpus of this trust for the purpose of increasing the principal of the trust estate, 
as the Trustees may determine. 


III. (In Article SEVENTH) I have selected Duke University as one of the principal 
objects of this trust because I recognize that education, when conducted along sane 
and practical, as opposed to dogmatic and theoretical, lines, is, next to religion, the 
greatest civilizing influence. I request that this institution secure for its officers, 
trustees, and faculty men of such outstanding character, ability, and vision as will 
insure its attaining and maintaining a place of real leadership in the educational 
world, and that great care and discrimination be exercised in admitting as students 
only those whose previous records show a character, determination, and application 
evincing a wholesome and real ambition for life. And I advise that the courses at 
this institution be arranged, first, with special reference to the training of 
preachers, teachers, lawyers and physicians, because these are most in the public 
eye, and by precept and example can do most to uplift mankind, and second, to 
instruction in chemistry, economics, and history, especially the lives of the great of 
the earth, because I believe that such subjects will most help to develop our 
resources, increase our wisdom and promote human happiness. 


IV. (In Article THIRD) As respects any year or years and any purpose or purposes 
for which this trust is created (except the payments hereinafter directed to be made 
to Duke University), the Trustees in their uncontrolled discretion may withhold the 
whole or any part of said incomes, revenues and profits which would otherwise be 
distributed under the "Fifth" division hereof, and either (1) accumulate the whole or 
any part of the amount so withheld for expenditures (which the Trustees are hereby 
authorized to make thereof) for the same purposes in any future year or years, or 
(2) add the whole or any part of the amounts so withheld to the corpus or the 
trust, or (3) pay, apply and distribute the whole or any part of said amounts to and 
for the benefit of any one or more of the other purposes of this trust, or (4) pay, 
apply and distribute the whole or any part of said amounts to or for the benefit of 
any such like charitable, religious or educational purpose within the State of North 
Carolina and/or the State of South Carolina, and/or any such like charitable 
hospital purpose which shall be selected therefore by the affirmative vote of 
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three fourths of the then Trustees at any meeting of the Trustees called for the 
purpose, complete authority and discretion in and for such selection and utilization 
being hereby given the Trustees in the premises. 
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Restated Charter of Duke University 


Section 1. That A.P. Tyer, J.H. Southgate, B.N. Duke, G.A. Oglesby, V. Ballard, 
J.A. Long, J.F. Bruton, J.N. Cole, F.A. Bishop, J.G. Brown, C.W. Toms, J.W. Alspaugh, 
W.R. Odell, J.A. Gray, F. Stikeleather, Коре Elias, 5.В. Turrentine, Р.Н. Hanes, T.F. 
Marr, G.W. Flowers, M.A. Smith, R.H. Parker, W.J. Montgomery, F.M. Simmons, O.W. 
Carr, R.A. Mayer, N.M. Jurney, Dred Peacock, B.B. Nicholson, W.G. Bradshaw, E.T. 
White, T.N. Ivey, J.B. Hurley, R.L. Durham, W.C. Wilson, and their associates and 
successors shall be, and continue as they have been, a body politic and corporate 
under the name and style of "Duke University," and under such name and style shall 
have perpetual existence and are hereby invested with all the property and rights of 
property which now belong to the said corporation, and said corporation shall 
henceforth and perpetually, by the name and style of "Duke University," hold and 
use all the authority, privileges, and possessions it had or exercised under any 
former title and name, and be subject to all recognized legal liabilities and 
obligations now outstanding against said corporation. 

Section 2. That the purposes for which such corporation is organized are to 
acquire, Own, operate, provide, maintain and perpetuate an institution of higher 
learning or other institutions of learning and all properties, facilities and services 
necessary Or appropriate in connection therewith; to acquire, own, operate, provide, 
maintain and perpetuate hospital facilities to serve and benefit the general public; 
to acquire, own, operate, provide, maintain and perpetuate such other institutions, 
organizations, associations, clinics, corporations, partnerships, properties, facilities 
and services as are appropriate in furtherance of the educational, charitable, 
scientific, literary or public service purposes; and generally to have and exercise all 
powers granted to non profit corporations under the laws of the State of North 
Carolina for any lawful educational, charitable, scientific, literary, or public service 
purposes; provided, however, that notwithstanding any other provision of these 
articles, the corporation shall not carry on any other activities not permitted to be 
carried on (a) by a corporation exempt from federal income tax under Section 501 
(c) (3) of the Internal Revenue Code of 1954, as amended (or the corresponding 
provision of any future United States Internal Revenue law) or (b) by a corporation, 
contributions to which are deductible under Sections 170 (c) (2), 2055 and 2522 of 
the Internal Revenue Code of 1954, as amended (or the corresponding provisions of 
any future United States Internal Revenue law). 

Section 3. That the Trustees shall be thirty-seven in number, thirty-six shall be 
elected. The President of the University shall be the thirty-seventh Trustee, serving 
ex officio of the thirty-six elected Trustees, twelve shall be elected by the North 
Carolina Conference of the United Methodist Church; twelve by the Western North 
Carolina Conference of the said church; and twelve by the graduates of said 
University; provided, however, that no person shall be elected a Trustee till he has 
first been recommended by a majority of the Trustees present at a regular meeting; 
and the Trustees shall have power to remove any member of their body who may 
remove beyond the boundary of the State or who may refuse or neglect to discharge 
the duties of a Trustee. The term of office of elected Trustees shall be six years, 
and they shall be so arranged that four Trustees shall be elected by each 
Conference and four by the graduates every two years. The Trustees shall regulate 
by bylaws the manner of election of the Trustees to be chosen by the graduates. 
Should there exist a vacancy by death, resignation, or otherwise of any Trustees, 
the same shall be filled for the unexpired term by the Board of Trustees. That the 
present trustees shall continue and remain in office during the term for which they 
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have been heretofore respectively elected. 

Section 4. That the said corporation shall be under the supervision, management 
and government of a president and such other persons as said Trustees may appoint; 
the said president, with the advice of the other persons so appointed, shall from 
time to time make а! needful rules and regulations for the internal government of 
said University and prescribe the preliminary examinations and the terms and 
conditions on which pupils shall be received and instructed. 

Section 5. That said Trustees shall have power to make such rules, regulations 
and bylaws and to take such other action not inconsistent with the Constitution of 
the United States and of the State of North Carolina as may be necessary or 
appropriate for the good government of the corporation and its various operations 
and management of the property and funds of the same, and to exercise all powers 
granted to non-profit corporations under the laws of the State of North Carolina. 

Section 6. That the Trustees shall have power to fix the time of holding their 
annual and other meetings, to elect a president and professors for said University, 
to appoint an executive committee to consist of not less than seven members, which 
committee shall control the internal regulations of said University and fix all 
salaries and emoluments, and to do all other things necessary for an institution of 
learning not inconsistent with the laws of this State and of the United States. 

Section 7. That the Faculty and Trustees shall have the power of conferring such 
degrees and marks of honor as are conferred by colleges and universities generally 
and that five trustees shall be a quorum to transact business. 

Section 8. Upon the dissolution of the corporation or the winding up of its 
affairs, the assets of the corporation shall be distributed exclusively to educational, 
charitable, religious, scientific, literary, or other organizations which would then 
qualify under the provisions of Section 501 (с) (3) of the Internal Revenue Code and 
the Regulations thereunder as they now exist or as they may hereafter by amended. 

Section 9. That all laws and parts of laws or of the Charter heretofore granted 
which are in conflict with this act are hereby repealed. 

Section 10. That this act shall be in force from and after its ratification and 
acceptance by the Board of Trustees. This Restated Charter purports merely to 
restate but not to change the provisions of the original Articles of Incorporation as 
supplemented and amended; and there is no discrepancy, other than as expressly 
permitted by Section 55A-37.1 of the General Statutes of North Carolina, between 
said provisions and the provisions of this Restated Charter. 
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The Bylaws of the University! 


Article I. Aims 

1. The aims of Duke University are to assert a faith in the eternal union of 
knowledge and religion set forth in the teachings and character of Jesus Christ, the 
Son of God; to advance learning in all lines of truth; to defend scholarship against 
all false notions and ideals; to develop a Christian love of freedom and truth; to 
promote a sincere spirit of tolerance; to discourage all partisan and sectarian strife; 
and to render the largest permanent service to the individual, the state, the 
nations, and the church. Unto these ends shall the affairs of this University always 
be administered. 


Article II. Board of Trustees 

1. Powers. All powers of the University shall be vested in a Board of Trustees 
consisting of thirty-six elected members and the President of the University, ex- 
officio. 

2. Nomination and Elections. The thirty-six elected Trustees shall be elected as 
follows: twelve by the North Carolina Conference of the United Methodist Church; 
twelve by the Western North Carolina Conference of the United Methodist Church; 
and twelve by the graduates of Duke University. Any student, faculty member, 
alumnus, Trustee, or other friend of the University may offer candidates for 
consideration. A roster of such candidates shall be kept in the office of the 
Secretary, and it shall be reviewed whenever vacancies are expected to occur. The 
Executive Committee shall then make its recommendations to the Board of Trustees, 
and the Board, after hearing the recommendations of the Executive Committee, and 
by a majority of the Trustees present at any regular meeting, shall nominate the 
persons to be elected Trustees and submit its nominations to the appropriate 
conference of the United Methodist Church and the graduates. 

No person who shall have attained the age of seventy years shall be elected a 
Trustee. 

3. Term. The term of office of a Trustee shall be six years, beginning on the 
first day of July following election. Terms shall be so arranged that four Trustees 
shall be elected by each Conference and four by the graduates every two years. No 
person shall serve more than two consecutive six-year terms, with renewed 
eligibility for election to the Board following not less than two years absence of 
membership. 

4. Vacancies. Any vacancy in the membership of the Board shall be filled for the 
unexpired term by a majority vote of the Trustees present at a regular meeting of 
the Board from the roster of nominees. 

5. Retirement. A Trustee shall retire on the first day of July after he attains the 
age of seventy. 

6. Emeritus. The Board may elect a retiring Trustee a Trustee Emeritus. Trustees 
Emeriti shall be entitled to receive notice of all meetings of the Board and attend 
and participate in such meetings, but shall not have the right to vote. Trustees 
Emeriti shall be eligible for membership on any standing committee of the Executive 
Committee. 

7. Removal. Any Trustee who may refuse or neglect to discharge the duties of a 
Trustee may be removed by the affirmative vote of three-fourths of the members of 
the entire Board of Trustees. 


1These bylaws are currently under revision by the Board of Trustees. 
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Article Ш. Meetings of the Board 

1. Annual Meeting. Annual meetings of the Board of Trustees shall be held on 
the day next preceding the day on which the graduation exercises take place. 

2. Regular Meetings. Unless otherwise provided by the Board, regular meetings of 
the Board shall be held on the Friday preceding the day on which Founders’ Day is 
celebrated, on the last Friday in February, and on the last Friday in September. 

3. Special Meetings. Special meetings shall be held upon the call of the 
Chairman, or upon written request of twelve or more Trustees addressed to the 
Secretary, with a copy to the Chairman specifying the business to be transacted at 
the meeting. 

4. Notice. The Secretary shall give at least five days’ notice to each member of 
the Board stating the time and place of all meetings, and the purpose of any special 
meeting. 

5. Place. All meetings of the Board of Trustees shall be held at Duke University 
in the City of Durham, North Carolina, except that the Trustees by vote, or written 
assent, of a majority of the then members of the Board may designate another place 
for any meeting. 

6. Quorum. A majority of the then members of the Board of Trustees shall be a 
quorum for the transaction of business. A Trustee shall be deemed present at a 
meeting of the Board of Trustees if that Trustee participates in the meeting through 
the use of a conference telephone or similar communications equipment by means of 
which all persons participating in the meeting can hear each other. 

7. Action without a Meeting. Any action required or permitted to be taken by 
the Board of Trustees at a meeting may be taken without a meeting if a consent in 
writing, setting forth the action so taken, shall be signed by all of the Trustees 
and filed in the minutes of the proceedings of the Board of Trustees. 


Article IV. Officers of the Board 

1. Officers of the Board. The officers of the Board shall be a Chairman, а 
Vice-Chairman and a Secretary. 

2. Election. The officers of the Board of Trustees shall be elected at its 
annual meeting for a term of one year or until after successors are elected 
and qualified. 

3. Duties. 

A. The Chairman shall preside at all meetings of the Board, shall 
represent the Trustees at public meetings of the University, and shall 
be a member of and Chairman of the Executive Committee. 

B. The Vice-Chairman shall perform the duties of the Chairman in the 
absence or disability of the Chairman, or in the event of a vacancy in 
that office. 

C. The Secretary of the University shall also be the Secretary of the 
Board of Trustees. He shall record the minutes of all meetings of the 
Board of Trustees and its Executive Committee, and shall have custody 
of the Charter, Bylaws, minutes, records and other documents of the 
Board and its committees. The Secretary shall send a copy of the 
minutes to each member of the Board promptly after each meeting of 
the Board and of the Executive Committee. 

4. Vacancies. A vacancy in any office of the Board of Trustees may be filled 
for the unexpired term by the Board of Trustees. 


Faculty Handbook / 12-87 Appendix A/ 7 


Article У. Committees of the Board 
1. Committees. The standing committees of the Board shall be: 
The Executive Committee 
The Business and Finance Committee 
The Building and Grounds Committee 
The Institutional Advancement Committee 
The Academic Affairs Committee 
The Medical Center Affairs Committee 
. The Student Affairs Committee 

The Board may authorize other committees from time to time. 

2. Membership. At each annual meeting, the Board of Trustees shall elect the 
Chairmen (who shall be Trustees) and other Trustee members of the 
standing committees to serve for two years, beginning July 1. 

Nominations of faculty and student members shall be for one year terms from 
lists of prospects developed by the President in consultation with representative 
student and faculty groups. 

The number of Trustee members and nonTrustee members of any standing 
committee shall be determined in accordance with these Bylaws by the Board of 
Trustees after receiving the recommendation of the committee Chairman, and the 
Trustees may authorize and elect such committee members at any meeting in 
addition to the annual meeting. 

Insofar as practical, membership on the standing committees should be rotated. 

The Committees of the Board shall have the powers and duties set forth in these 
Bylaws and such other powers and duties as the Board may delegate to them. They 
shall exercise their powers and perform their duties subject to the direction and 
approval of the Board. They may from time to time make recommendations to the 
Board for the establishment of new policies or any change in existing policies, but 
without decision-making authority except pursuant to specific delegation by the 
Board or the Executive Committee. 

3. Vacancies. Any vacancy in the membership ог the chairmanship of а 
committee shall be filled by the Chairman of the Board of Trustees after 
consultation with the President of the University. 

4. Meetings. Each committee shall meet at such times and places and upon 
such notice as it may determine, and shall file a copy of the minutes of 
each meeting with the Secretary of the University. 

5. Attendance by the Chairman and the President. The Chairman of the Board 
of Trustees and the President of the University shall be entitled to attend 
the meetings of each committee and to participate in all discussion of such 
committees. 

6. Quorum. A majority of the then members of a standing committee shall be a 
quorum for the transaction of business. A member shall be deemed present 
at a meeting of the committee if that member participates in the meeting 
through the use of a conference telephone or similar communications 
equipment by means of which all persons participating in the meeting can 
hear each other. 

7. Action without a Meeting. Any action required or permitted to be taken by 
a committee may be taken without a meeting if a consent in writing, 
setting forth the action so taken, shall be signed by all of the members of 
the committee and filed in the minutes of the proceedings of that 
committee. 
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Article VI. Executive Committee 
1. Membership. The Chairman of the Board (to serve as Chairman), the Vice- 
Chairman of the Board (to serve as Vice-Chairman), the President of the 
University, the Chairman of each standing committee, and not more than 
three Trustee members at large shall constitute the Executive Committee of 
the Board. 
2. Powers and Duties. The Executive Committee shall: 

A. Subject to the provisions of the Charter and these Bylaws exercise all 
powers of the Board of Trustees in the interim between meetings of 
the Board. 

B. Appoint an Investment Committee of not less than five members, at 
least two of whom shall be Trustees, with the other members being 
selected from Trustees, officers, alumni and friends of Duke 
University, and Trustees and officers of The Duke Endowment, with 
such powers and duties as may be assigned to it by the Executive 
Committee. 

C. Coordinate the activities of the other standing committees. 

D. Exercise other duties as prescribed in the Charter or as may be 
delegated by the Board of Trustees. 

E. Report its actions to the Board of Trustees. 


Article VII. Business and Finance Committee 
1. Membership. The Business and Finance Committee shall be composed of not 
less than four Trustees, at least one faculty member, at least one student 
and the Executive Vice-President, ex-officio. 
2. Powers and Duties. The Business and Finance Committee shall: 

A. Keep informed on, consider proposals for, and make recommendations 
with respect to, the general business affairs and financial organization 
of the University. 

B. Receive and review the annual budgets and recommend their approval 
or modification. 

С. Maintain an ongoing analysis and review of monthly . operating 
statements, periodic construction summary, and internal audit reports. 

D. Recommend the annual report of the auditors and submit it with 
recommendation for action. 

The committee shall report its findings and recommendations to the Board of 
Trustees or the Executive Committee. 


Article VIII. Buildings and Grounds Committee 
1. Membership. The Building and Grounds Committee shall be composed of not 
less than four Trustees, at least one faculty member, at least one student, 
and at least one member of the University Administration designated by the 
Executive Vice-President, ex-officio. 
2. Powers and Duties. The Building and Grounds Committee shall consider 
proposals for, and make recommendations with respect to: 
A. Siting of all buildings and related appurtenances such as utilities, 
roads, and parking areas. 
B. Commissioning of Project Architects and Engineers, and approval of 
proposed contractors for construction projects. 
C. Evaluation and promulgation of a continuing Master Plan for long- 
range development of the total physical environment of the University, 
including inherent standards of aesthetics and quality. 
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О. Evaluation of design characteristics of individual projects for 
adherence to established standards. 

E. Major renovation work. 

F. Naming of facilities and parts of facilities. 

The Committee shall review priorities for construction and shall have authority 
to accept all new construction on behalf of the University, but shall not incur any 
expenses not previously authorized by the Board of Trustees or the Executive 
Committee. 

The Committee shall report its finding and recommendations to the Board of 
Trustees or the Executive Committee. 


Article ІХ. Institutional Advancement Committee 

1. Membership. The Institutional Advancement Committee shall be composed of 
not less than four Trustees, at least one faculty member, at least one 
student, the Vice-President for Alumni Affairs and University Development, 
ex-officio, and the President of the Duke University General Alumni 
Association, ex-officio. Not less than three of the Trustee members shall be 
alumni of the University. 

2. Powers and Duties. The Institutional Advancement Committee shall consider 
proposals for, make recommendations with respect to, and assist the 
President in, the financial development, fund raising, public relations, and 
alumni affairs of the University, and carry out other projects and 
assignments as directed by the Board. 

The Committee shall report its findings, recommendations and results to the 
Board of Trustees or the Executive Committee. 


Article X. Academic Affairs Committee 
1. Membership. The Academic Affairs Committee shall be composed of not less 
than four Trustees, not less than two faculty members, not less than two 
students, and the Provost, ex-officio. 
2. Powers and Duties. The Academic Affairs Committee shall: 

A. Consider proposals for, and make recommendations with respect to, the 
educational role of each school, college, and unit of the University 
and for the University as a whole; provisions for the admission of 
students at all levels, student life and activities; educational, research, 
and library and programs; and the coordination of all educational 
activities. | 

В. Promote and coordinate activities of the Boards of Visitors, review 
their findings, and transmit their reports to the President and to the 
Board of Trustees. The President shall appoint the members of the 
Board of Visitors. 

C. Designate five Trustees who, along with an equal number of faculty 
members designated by the President, and the President, ex-officio, 
shall serve as a Committee on Honorary Degrees to make 
recommendations to the University faculty and the Board of Trustees. 

D. Serve as a Committee on Earned Degrees. 

E. Serve as liaison with the University faculty with respect to academic 
affairs. 

The Committee shall report its findings and recommendations to the Board of 
Trustees or the Executive Committee. 
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Article XI. Medical Center Affairs Committee 
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Membership. The Medical Center Affairs Committee shall be composed of 
not less than four Trustees, at least two faculty members, at least two 
students, the Chief of Staff of Duke Hospital, ex-officio, the Chief 
Executive Officer of Duke Hospital, ex-officio, and the Chancellor for 
Health Affairs, ex-officio. 

Powers and Duties. The powers and duties of the Medical Center Affairs 
Committee are limited in scope to the School of Medicine, the School of 
Nursing, Allied Health Programs, and their related libraries; and to Duke 
and Sea Level Hospitals, and their related libraries. Within these limitations, 
the powers and duties of the Medical Center Affairs Committee shall be the 
same as those of the other standing Committees of the Board, except the 
Executive Committee; said Committees retaining their respective powers and 
duties concerning Medical Center matters. 


The Committee shall report its findings and recommendations to the Board of 
Trustees or the Executive Committee. 


Article XII. Student Affairs Committee 


1. 


Membership. Тһе Student Affairs Committee shall be composed of not less 
than four Trustees, at least two faculty members, at least three students, 
and the Vice-President for Student Affairs, ex-officio. 

Powers and Duties. The Student Affairs Committee shall inform itself 
concerning, consider proposals for, monitor coordination of, and make 
recommendations with respect to, all student affairs at the University other 
than programs of research and instruction. The Committee shall report its 
findings and recommendations to the Board or the Executive Committee. 


Article XIII. Officers of the University 


1. 


The Officers of the University shall be а President, a Provost, опе or more 
Executive Vice-Presidents, Administration, a Chancellor for Health Affairs, 
one or more other Vice-Presidents, a Treasurer, a Secretary, a University 
Counsel, and such other officers as the Board of Trustees may elect. One 
person may hold more than one office, except that the offices of President 
and Secretary may not be held by the same person. 

These officers shall be elected by the Board of Trustees at its annual 
meeting for a term of one year and shall serve until their successors are 
elected and have taken office. 

A vacancy in any office of the University may be filled, for the unexpired 
term, by the Board of Trustees or by the Executive Committee. 

The Officers of the University and the personnel under them shall be 
bonded to the extent periodically determined to be appropriate by the 
Executive Committee. 


Article XIV. President 


1. 


2 


The President shall be the chief educational and administrative officer of 
the University. He shall be responsible to the Board of Trustees for the 
supervision, management, and government of the University, and for 
interpreting and carrying out the policies of the Board of Trustees. He shall 
have the powers and duties set forth in the Charter and in these Bylaws, 
and such other powers and duties as the Board of Trustees shall delegate to 
him. 

He, or someone designated by him, shall preside at all academic functions 
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and represent the University before the public. 

3. He shall preside at all meetings of the University Faculty. He may veto any 
action taken by the University Faculty or any action taken by the faculty 
of any college or school in the University and state his reasons for such 
action. 

4. He shall submit a proposed annual budget for the University to the 
Executive Committee prior to the beginning of the fiscal year covered by 
the budget. 

5. He shall submit to the Board of Trustees an annual report on the condition, 
operation, and needs of the University. 

6. He shall recommend to the Board of Trustees persons to be officers of the 
University other than the President. 


Article XV. Provost 

1. The Provost shall be an executive officer of the University, under the 
President, responsible for all educational affairs and activities, including 
research. He shall have the powers and duties assigned to him by the 
President and shall report to the President. 

2. He shall be a member of the faculty of each college and school, and ex- 
officio a member of each Committee (other than Committees of the Board 
of Trustees) or other body concerned with matters for which he is 
responsible. 

3. He shall receive recommendations developed by the faculty and educational 
officers for consideration and recommendation to the President. 


Article XVI. Executive Vice-President 

1. The Executive Vice-President shall be an executive officer, under the 
President, responsible for all business and finance, including accounting and 
auditing, preparation of budgets, fiscal planning, and operating of services 
of the University. He shall have the powers and duties assigned to him by 
the President and shall report to the President. 

2. He shall have custody of all records, contracts, agreements, deeds, and 
other documents of the University or relating to its operations or 
properties, except minutes of meetings. 

3. He shall submit to each regular meeting of the Executive Committee a 
report on those aspects of the finances of the University that the 
Executive Committee may require, and shall submit to the Board of Trustees 
at the end of each fiscal year an account of all receipts and disbursements 
for the preceding year and a statement in such details as the Board of 
Trustees may require of the financial condition of the University at the end 
of such year. 

4. He shall be responsible for receiving and disbursing investment funds and 
purchasing, selling or otherwise disposing of investment securities pursuant 
to the directions of the Executive Committee or Investment Committee, as 
the case may be. 


Article XVII. Chancellor for Health Affairs 

The Chancellor for Health Affairs shall be an executive officer under the 
President, responsible for the operation of the Medical Center. He shall have the 
powers and duties assigned to him by the President and shall report to the 
President. 
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Article XVIII. Treasurer 

The Treasurer shall report to the Executive Vice-President or such officer of the 
University as the Executive Vice-President may direct and shall have the powers 
and duties assigned to him by the Executive Vice-President, or such other officer. 


Article XIX. Secretary 


1. 


The Secretary, under the President, shall have all of the powers and duties 
set forth in these Bylaws and the powers and duties commonly incident to 
his office. He also shall have the powers and duties assigned to him by the 
President and shall report to the President. 

He shall be the custodian of the seal of the corporation and shall affix and 
attest to same on all duly authorized contracts, deeds, and other documents. 


Article XX. Faculty 


I. 


The University Faculty shall be composed of the President, the Provost, the 
Vice-Presidents, the Secretary (who shall also be the Secretary of the 
Faculty), all deans, professors, associate professors, and assistant 
professors, and all other full-time members of the instructional staff, 
Registrar, and the University Librarian, and such other persons as may be 
designated by the President and approved by the Executive Committee of 
the Board of Trustees. 

The University Faculty shall be responsible for the conduct of instruction 
and research in the various colleges and schools in the University. It may 
also consider and make recommendations to the President regarding any and 
all phases of education at the University. 

The University Faculty shall approve and recommend to the Board of 
Trustees the persons it deems fit to receive degrees or other marks of 
distinction, and the establishment of any new degree or diploma. 

The University Faculty may organize and exercise its functions through 
appropriate councils, committees, or other bodies. 

Each college and school in the University may have a faculty of its own, 
which shall be composed of the President, the Provost, the Secretary, and 
all members of the University Faculty in the particular college or school. 
Each such faculty shall function under the President and other officers of 
educational administration and subject to the regulations of the University 
Faculty. 


Article XXI. Appointments, Promotions, and Tenure 


Је 


Members of the University Faculty shall be elected, appointed, ог promoted 
by the Board of Trustees or the Executive Committee upon the 
recommendation of the Provost, with the approval of the President. 
Members of the University Faculty with an unmodified rank of assistant 
professor, associate professor, or professor shall have tenure after eight 
years of continuous service at the University, or such shorter period as 
may be determined for individual cases by the Board of Trustees or its 
Executive Committee. In the Medical Center, however, probationary service 
for tenure may be extended up to, but no more than, three years to faculty 
positions within defined faculty units (including departments) to provide the 
extra time deemed necessary to judge tenure qualifications with requisite 
certainty. і 

Continuous service shall not be interrupted by approved leaves of 
absence, but time on leave shall ordinarily not be deemed to interrupt 


Faculty Handbook / 12-87 Appendix A/ 13 


continuous service and shall count as qualified time of tenure. However, the 
Provost may determine, in individual instances when a leave is granted or a 
defined class of leaves, that time on leave should not count as qualified 
time for tenure. 

Service as a member of the University Faculty with rank other than 
the unmodified rank of assistant professor, associate professor, or professor 
shall neither entitle the faculty member to tenure nor count toward the 
continuous service of a professor, associate professor, or assistant professor 
who has served previously in such a position. 


Article XXII. Sabbatical Leaves 


1 


Each tenured member of the University Faculty of the rank of professor, 
associate professor, or assistant professor shall be eligible for sabbatical 
leave after each six years of service to the University in faculty positions 
of regular rank. Such leave may be taken for a full year at half salary or a 
half year at full salary. 

Sabbatical leave may be granted by the Executive Committee upon the 
written recommendation of the dean of the appropriate college or school, 
approved by the Provost and the President. 

The year in which sabbatical leave is taken will not count toward eligibility 
time for subsequent sabbatical leave. 


Article XXIII. Retirement 


All members of the University Faculty who are eligible for or participate in 
the University’s Retirement Plan shall retire at the end of the month in 
which they attain the age of seventy unless requested by the Provost to 
postpone retirement until the end of the academic year. 


Article XXIV. Student Body 
1. The student body of Duke University shall be composed of all full-time and 


2: 


part-time students regularly enrolled in the University. 

The student body may consider and make recommendations to the President 
regarding any and all phases of education and student life at the 
University. 

The student body may organize and conduct its affairs under elected 
representative government or governments and through appropriate councils, 
committees, or other bodies. 


Article XXV. The University Libraries 


|: 


The University Libraries are composed of (1) The William К. Perkins Library 
and its branches, (2) the School of Law Library, (3) the Medical Center 
Library and its branches, and (4) the Fuqua School of Business Library. 
The University Libraries shall be responsible for such development and 
dissemination of scholarly and informational resources required by the 
academic community for instruction, research, study and publication, as 
designated by the Provost. 

Professional librarians of the University Libraries shall be composed of the 
University Librarian, the Librarian of the School of Law, the Director of 
the Medical Center Library, the Librarian of the Fuqua School of Business 
Library, and other such persons as may be designated by the Provost with 
the approval of the President. The professional librarians shall be appointed 
or promoted by the Provost, with approval of the President, after the 
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Provost has received recommendations from the University Librarian, the 
Librarian of the School of Law through the Dean of the School of Law, or 
from the Director of the Medical Center Library through the Dean of the 
School of Medicine and the Executive Vice-President of the Medical Center. 

4. The professional librarians of the University Libraries may organize and 
exercise their functions through appropriate councils, committees, or other 
bodies. 

5. The University Libraries shall function under the President and other 
officers of educational administration, and subject to the regulations of the 
professional librarians of the University Libraries, as approved by the 
Provost. 


Article XXVI. Fiscal Year, Academic Year, and Academic Calendar 
1. Тһе fiscal year of the University shall commence on July 1 and end on the 
following June 30. 
2. Тһе academic year of the University shall commence on September 1 and 
end on the following August 31. 
3. The President shall establish the academic calendar for each academic year, 
and designate the day on which the graduation exercises shall take place. 


Article XX VII. Use of Nouns and Pronouns 

Certain nouns and pronouns in these Bylaws have been chosen for ease of 
reference and are intended to refer to either the masculine or feminine gender as 
the identity of the person or persons referenced may require. 


Article XXVIII. Amendment of Bylaws 

These Bylaws may be amended at any regular meeting of the Board of Trustees 
by the affirmative vote of two-thirds of the then membership of the Board, 
provided that the proposed amendment is mailed by the Secretary of the Board to 
each member at least twenty day before the meeting. 
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Appendix В 


BYLAWS ОЕ THE UNIVERSITY FACULTY 
AND ACADEMIC COUNCIL 


Bylaws of the University Faculty 


І. Тһе university faculty shall meet annually at a date set by the Executive 
Committee of the Academic Council, at which time the president of the university 
shall usually present a report on the state of the university, and at which time the 
chairman of the Academic Council shall report on the activities of the council for 
the previous year and on plans for the ensuing year. The university faculty shall 
also meet at the call of the president or the provost or upon the written request of 
the Executive Committee of the Academic Council or of fifty members of the 
faculty. 


II. All powers and functions of the university faculty, insofar as their powers 
or functions are not exercised in the individual departments, schools, colleges, and 
divisions of the university, are hereby delegated to the Academic Council, to which 
is also delegated the power the university faculty possesses to resolve jurisdictional 
disputes among the various component faculties of the university. 


III. These bylaws of the university faculty may be amended by a majority of 
those members of the faculty present at a meeting of the university faculty, 
provided that the text of any proposed amendment has been circulated to the 
members of the university faculty at least ten days prior to any such meeting. 


IV. The Academic Council shall have the power to establish its own bylaws 
except that no amendment affecting the composition of the council shall be 
effective until it has been approved by the university faculty in accordance with 
Article III of the Bylaws of the University Faculty. 


Bylaws of the Academic Council 


I. Membership of the Council 
A. The Composition of the Council 

1. The Academic Council shall consist of the president, the provost 
of the university, and the chairman of the Academic Council as 
ex-officio members, and of elected members of the several divi- 
sions of the faculty of Arts and Sciences, the clinical and basic 
sciences divisions of the School of Medicine, and the other 
professional schools. One member of the council shall be elected 
for each eight members of the faculty and for any remaining 
fraction of four or more members of the faculty of any such 
division or school. However, no division or school shall elect 
more than ten members, and none shall be without a member. 

2. The term of office of elected members shall be two years. No 
member shall be eligible for election for more than three 
successive full terms. 
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В. Mode of Election 

1. Nominations and elections to the council shall be conducted by 
an elections committee consisting of three members of the faculty 
appointed by the Executive Committee of the council, and of the 
secretary of the faculty. 

2. All nominations and elections to the council shall be by secret 
ballot. The nominating ballot for each division or school shall list 
all full-time members of the faculty in the division or school and 
indicate which of these already elected members for the coming 
academic year and which will be on leave or be otherwise 
unavailable to serve a full term. 

3. a. For the purposes of this and the following bylaw, the term 
"faculty member" shall include all full-time members of the 
faculty with or without modified titles. Тһе term "instructor" 
shall include associates in the School of Medicine. 

b. Annual elections shall be so conducted that in divisions and 
schools entitled to elect ten members at least one member shall 
be an instructor or assistant professor and at least two members 
shall be associate professors. The nominating ballot shall indicate 
the number of persons to be nominated in each category in order 
to fulfill this requirement. Each faculty member in the division or 
school shall then vote for as many in each category as are 
specified on the ballot and for the total specified. Any ballot 
cast that fails to conform to these instructions shall be declared 
invalid. Rank held at the time of nomination shall obtain 
throughout the election process for the purpose of achieving 
distribution by rank under this bylaw. 

c. From the results of the nominating ballot the Elections 
Committee shall prepare an election ballot listing twice the 
number of names in each category as there are vacancies in each 
category. The names listed shall be those of persons receiving 
the highest number of votes in each category on the nominating 
ballot. If at this point circumstances unavoidably oblige a 
nominee to withdraw his or her name, the name of the person 
having the next highest number of votes in the same category 
shall be placed on the election ballot. Each faculty member in 
the division or school shall then vote for as many in each 
category as are specified on the ballot, and for the total specifi- 
ed. Any ballot cast that fails to conform to these instructions 
shall be declared invalid. Those nominees receiving the highest 
number of votes in each category shall be declared elected. 

4. When a division or school is entitled to elect fewer than ten 
members, it shall follow the mode of election prescribed in the 
preceding paragraph except that it shall not be bound to achieve 
distribution by rank and that there shall be only one alternate. 

C. Time of Election 
Elections shall regularly be held in the spring semester, and the first 
regular meeting of the Council in which the newly elected members 
shall sit shall be held in April. Special elections to fill vacancies for 
which alternates are not available may be held at any time when 
needed. 
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D. Vacancies! 

1. Should an elected member of the council anticipate an absence 
from three or more successive meetings of the council due to 
sabbatical or leave of absence from the university faculty or due 
to disability, the chairman of the Academic Council shall, at the 
member’s request, appoint a temporary substitute for the term of 
the leave or period of disability. The substitute shall be the first 
alternate from the school or division which the substituted 
member represents. The elected member may reassume membership 
on the council upon termination of the sabbatical, leave of 
absence or disability and the alternate shall reassume his position 
as first alternate. Such requests for substitution shall be made 
prior to the anticipated absences. If there is no alternate, the 
chairman may designate a temporary replacement from the same 
division. 

2. Except as provided in paragraph 1, when an elected member has 
resigned or been absent from three successive meetings of the 
council, a vacancy shall be declared to exist, which shall be 
filled for the unexpired term by an alternate from the school or 
division with the vacancy, called upon in the order of the largest 
number of votes received. If there is no alternate, a special 
election shall be held within the school or division to fill the 
remainder of the unexpired term. 

E. Meetings 

1. The Academic Council shall meet each month of the regular 
academic year, September through May, and at other times at the 
call of its chairman or Executive Committee or upon the written 
request of ten of its members. 

2. A simple majority of the elected members of the council shall 
constitute a quorum, except for the approval of degrees in 
course, when the members present shall constitute a quorum. 
Members of the council shall serve in person. 

Only elected members shall vote on matters brought before the 
council with the exception that, in the case of a tie, the 
chairman may cast the deciding vote. 


bit ca 


П. The Chairman and the Executive Committee of the Council 
A. 1. The Academic Council shall nominate and elect by secret ballot a 
chairman who shall serve a term of two years. The chairman 
shall be elected at least six calendar months in advance of the 
academic year in which he assumes office. The chairman shall be 
an ex-officio member of the Academic Council and shall not be 
counted as a representative of any division or school of the 
university. The chairman, with the approval of the Executive 
Committee, shall be responsible for the appointment, direction, 
and supervision of the administrative and secretarial personnel of 


1Customarily, faculty members have been considered unavailable for election to 
the council if they expect to take a leave or sabbatical in the year following a 
given election. This provision concerns primarily those who need to plan for an 
absence subsequent to their election to the council. 
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the Academic Council and for preparing and administering the 
council’s budget. 

2. In the event of a vacancy in the office of the chairman, the 
Executive Committee of the Academic Council shall call a special 
election to elect a new chairman to serve the balance of the 
preceding chairman’s term. Such special election shall be 
conducted at the earliest practicable regular meeting of the 
council. Until such special election, the vice-chairman of the 
Academic Council shall serve as acting chairman. 

3. No person elected as chairman shall be eligible for election to 
more than two consecutive full or partial terms in that office. 

B. 1. The Academic Council shall elect six of its members who, 
together with the chairman, shall constitute the Executive 
Committee of the Academic Council. The six members shall serve 
two-years terms, three members being elected each year. With the 
exception noted in paragraph 3 below, current members of the 
Executive Committee shall not be eligible for re-election. Only 
members of the council may serve on the Executive Committee. 

2. The annual election of members of the Executive Committee shall 
be held in the spring after the election of new members of the 
Academic Council. For each position to be filled, the Executive 
Committee shall nominate two council members. These two lists 
of nominees shall be circulated to the members of the council at 
least two weeks prior to the election. At the election meeting, 
any five council members may, by petition, nominate an additional 
list of candidates, one for each position. If more than one 
additional list is nominated, there shall be a preliminary election 
involving only the nominees on the additional lists to choose a 
single list to be added to those submitted by the Executive 
Committee. The preliminary election shall be by secret bailot, 
position by position, until one candidate for each position has a 
majority. A valid ballot must contain one selection for each 
position. If no more than one additional list is nominated, or 
upon completion of a preliminary election as described above, the 
nominations shall be closed. Election shall then proceed by secret 
ballot, position by position, until one candidate for each position 
has a majority. A valid ballot must contain one selection for 
each position. 

3. In the event of a vacancy in the membership of the Executive 
Committee, a council member shall be chosen by the Executive 
Committee to serve until the next annual election. If at that time 
there remains an unexpired year in the term, the council shall 
elect, in the manner described above, a member to serve the 
remainder of the term. In this case, the member previously 
chosen by the Executive Committee shall be eligible for election 
to complete the term. 

4. Each year, after the election of new members, the Executive 
Committee shall choose from its members a vice-chairman of the 
Academic Council. 

C. The Executive Committee shall serve as the committee on committees 
for both the council and the university faculty. The Executive 

Committee may set up such ad hoc committees of the council as it 
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finds needed. Members of the committees shall be drawn principally 
from the members of the council and other members of the faculty, 
but other persons may be appointed to such committees as the 
Executive Committee, in its discretion, deems advisable. The Executive 
Committee shall also nominate all faculty representatives on all 
university committees, including search committees and committees of 
the Board of Trustees, on which the faculty shall be accorded 
representation. All faculty representatives so nominated shall report to 
the Academic Council on their activities on these committees at the 
request of the Executive Committee, but in no event less frequently 
than once in each academic year. 


ПІ. Amendments 

These bylaws may be amended by the vote of a majority of the entire membership 
of the Academic Council, provided that the text of any such amendment has been 
circulated to the members of the Academic Council at least ten days prior to the 
meeting at which such vote is taken. Provided further, that, as stipulated in Article 
IV of the Bylaws of the University Faculty, no amendment to these bylaws affecting 
the composition of the membership of the council shall be effective until approved 
by the university faculty in accordance with the procedures specified in Article III 
of the Bylaws of the University Faculty. 
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Appendix С 


ACADEMIC FREEDOM AND ACADEMIC TENURE 
FACULTY PARTICIPATION IN THE APPOINTMENT AND RETENTION OF 
ADMINISTRATORS 


Academic Freedom and Academic Tenure 


This document embodies an agreement between the president and the faculty as 
to policies and procedures with respect to academic freedom, academic tenure, and 
certain matters of due process. The document was first drawn up in 1965; some 
amendments and additions were made in 1975. Agreement to the terms of the 
document as revised was given on behalf of the faculty by vote of the Academic 
Council on February 19, 1976. In a letter to the chairman of the Academic Council 
dated February 11, 1976, the president gave his approval. (1982 and 1987 revisions 
reflect changes in University Bylaws only.) 


I. Academic Freedom 

A. To teach and to discuss in his classes any aspect of a topic pertinent 
to the understanding of the subject matter of the course which he is 
teaching. 

B. To carry on research and publish the results subject to the adequate 
performance of his other academic duties. 

C. To act and to speak in his capacity as a citizen without institutional 
censorship or discipline. 


II. Academic Tenure 

A. Academic tenure may be achieved for a specific period of time in the 
case of "term appointments" or indefinitely in the case of "continuous 
academic tenure appointments." Article XXI, paragraph 2 of the 
University Bylaws states: "Members of the university faculty with an 
unmodified rank of assistant professor, associate professor or professor 
shall have tenure after eight years of continuous service at the 
university, or such shorter period as may be determined for individual 
cases by the Board of Trustees or its Executive Committee.! In the 
Medical Center, however, probationary service for tenure may be 
extended up to, but no more than, three years for faculty positions 
within defined faculty units (including departments) to provide the 
extra time deemed necessary to judge tenure qualifications with 
requisite certainty." 

B. A faculty member at the rank of assistant professor or above with 
continuous full-time service at Duke University for a total period of 
eight years in the unmodified rank of assistant professor, associate 
professor, or professor, and whose appointment extends beyond the 
eighth year of full-time service (eleventh in the Medical Center), 
attains continuous academic tenure at the beginning of his or her 
ninth (or twelfth) year of service. By specific action of the Executive 
Committee of the Board of Trustees, a full-time faculty member at the 


1Persons hired as instructors prior to May, 1981 will be covered by the earlier 
policy that allowed instructors to earn time toward tenure. 
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rank of assistant professor or above may be granted continuous 
academic tenure before completing eight (or eleven) years of full-time 
continuous service at the university. If years of service at other 
institutions are to be counted toward the award of continuous 
academic tenure, this fact will be stated in the initial letter of 
appointment. 

C. Persons holding administrative positions achieve academic tenure by 
reason of their academic instructional rank as provided by paragraph 
B. 

D. A faculty member who has been granted continuous academic tenure 
will not lose his tenure status if, with mutual consent of the 
university and the faculty member and with periodic review of the 
university, he transfers to a part-time service. 


ПІ. Mutual Obligations 
The principles of academic freedom and academic tenure impose certain 
obligations both upon Duke University and upon members of the faculty. 

A. The university will give a faculty member at the time of appointment 
a precise statement in writing of the conditions of the appointment. 
This statement should include the rank, the salary, and the duration of 
the appointment (a date of termination or a statement that the 
appointment carries continuous academic tenure). All subsequent letters 
involving reappointment or promotion should specify the rank and the 
duration of the appointment. 

B. The university may terminate the appointment of a full-time academic 
staff member having a term appointment prior to the expiration of the 
appointment, or may terminate the appointment of an academic staff 
member having continuous academic tenure prior to retirement, for 
misconduct or neglect of duty; or because of a change in the academic 
program, made with the advice of the appropriate body or bodies of 
the faculty, as a consequence of financial exigency or for any other 
reason which discontinues or reduces a segment of the university’s 
research or educational program. Whenever an appointment is 
terminated because of a decision not to continue a segment of the 
research or educational program, every effort will be made to reassign 
the academic staff involved to other university programs. If an 
academic position is terminated, it will not be reestablished and filled 
with new academic staff within a period of two years unless the 
appointment has been offered to the staff member who was originally 
displaced and he has declined the appointment. 

C. In case of the termination of a term appointment prior to its stated 
expiration date because of a change in the academic program and in 
case reassignment to another position is not feasible, the university 
will pay the incumbent one academic year’s salary or will notify him 
one year prior to the date on which the appointment will be 
terminated. 

D. In case of a term appointment, the university will notify the 
incumbent in writing of its intention to renew or not to renew the 
appointment as follows: 

1. Not later than March 1 of the first academic year of service, if 
the appointment expires at the end of that year; or, if a 
one-year appointment terminates during an academic year, at 
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least three months іп advance of its termination. 

2. No later than December 15 of the second academic year of 
service, if the appointment expires at the end of that year; or if 
an initial two-year appointment terminates during an academic 
year, at least six months in advance of its termination. 

3. At least twelve months before the expiration of an appointment 
after two or more years in the institution. 

4. If the university is unable to provide notice of its intention not 
to renew the appointment by the date or time specified above, it 
will pay the incumbent the appropriate fraction of his academic 
year’s salary in lieu of notice. 

E. In the case of termination of a continuous academic tenure 
appointment because of a change in the academic program, and in the 
case that reassignment to another position is not feasible, the 
university will pay the incumbent one academic year’s salary or will 
notify him one year prior to the date on which the appointment will 
be terminated. 

Е. The university will not extend the appointment of a full-time teaching 
instructor (associate in the Medical School) for more than seven years 
(eleven in Medicine) except in unusual circumstances which are to the 
advantage of the instructor. 

G. As members of learned professions, faculty members of Duke 
University should remember that the public may judge their professions 
and their institution by their actions. They should also remember that 
in a deeper sense they cannot separate freedom as a member of the 
academic community from their responsibility as a privileged member 
of society. While the university will always protect freedom to espouse 
an unpopular cause, they have a responsibility not to involve the 
university. Hence, when speaking, writing, or acting in the capacity of 
a private citizen, they should make every effort to indicate that they 
are not a spokesman or a representative of the university. 

Н.А faculty member who resigns voluntarily should give due 
consideration to the problems that may arise in obtaining a 
replacement and should fix the effective date of resignation with this 
commitment in mind. 

I. A faculty member should devote his professional efforts primarily to 
the promotion of the academic objectives of the university. 


IV. The Faculty Ombudsman and Faculty Hearing Committee 

The faculty ombudsman exists to receive complaints from members of the faculty, 
to investigate these complaints, to attempt to resolve these complaints through 
conciliation, and, if conciliation fails, to make a report to the Faculty Hearing 
Committee. The ombudsman will receive from any faculty member a complaint on 
any question involving dismissal for misconduct or neglect of duty, termination of 
appointment prior to its expiration date, tenure status, alleged violations of 
academic freedom, or violations of due process in decisions not to renew a term 
appointment, to grant tenure, or to promote in rank. The procedures are described 
in Appendix M of this handbook. 


У. Hearing Procedures for Cases Involving Dismissal 
A. Proceedings to dismiss a member of the university faculty who has 
tenure or whose term appointment has not expired shall be initiated by 
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the president only after he has made sufficient investigation to 
determine that reasonable grounds exist. The president should 
ordinarily discuss the matter informally in personal conference with 
the faculty member in question. If the president discusses the matter 
with other officers of the university and with other members of the 
faculty, care should be taken to keep in confidence any accusations 
that may reflect adversely on the faculty member under investigation. 

B. If a mutually satisfactory adjustment does not result from the informal 
discussions contemplated in paragraph A, the president may then 
commence formal proceedings to consider the question of dismissal by 
service of a written notice on the faculty member. The written notice 
shall include a statement informing the faculty member of the grounds 
proposed for dismissal set forth in as much detail as is practicable, 
and of the right, if he so requests, to a hearing to be conducted by 
the Faculty Hearing Committee at a time and place specified by the 
committee. The written notice shall also be accompanied by copies of 
or references to the applicable bylaws and other governing documents 
of the university establishing the faculty member’s rights and by a 
summary of the evidence on which the charges are based and a 
preliminary list of witnesses to be called to testify at the hearing. The 
faculty member should reply in writing to the charges, and specify 
whether he wishes a hearing. 

C. Procedures for the hearing are described in Appendix M of this 
handbook. 

D. Suspension of the faculty member during the dismissal proceedings is 
justified only if serious harm to himself or to others is threatened by 
the continuance in the performance of his duties. Such suspension 
shall not interrupt the payment of the faculty member’s salary and 
other compensation. 

E. Except for announcements to inform interested persons of the time 
and place of the hearing and similar matters, public statements about 
the case shall be avoided in so far as is possible until the proceedings 
have been completed. If a public announcement of the final decision 15 
made by the president, it will include a statement of the Faculty 
Hearing Committee’s recommendations. 


VI. Hearing Procedures for Cases Not Involving Dismissal. 

The ombudsman and the Faculty Hearing Committee may act on disputed claims 
to tenure by a faculty member and on all allegations of violation of academic 
freedom. Procedures are described in Appendix M of this handbook. 
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Faculty Participation in the Appointment and Retention 
|| of Administrators 

The University Bylaws require that the Board of Trustees appoint university 
administrators upon the recommendation of the president of the university. The 
faculty of Duke University has а legitimate interest in participating in the search 
process or retention decision which leads to the presidential recommendation to the 
board. In order that the search or evaluation process provide the president with 
useful and appropriate information, the faculty’s role in the process will be defined 
by the following procedures: 


I. Search Committee 

A. President 
The search for a president is initiated and carried out by the Board of 
Trustees. The Academic Council shall provide the board with a list of 
twelve faculty members from which the board may select the faculty 
representatives. It is recommended that at least five faculty 
representatives serve on the search committee and that the vice- 
chairman of such a search committee be a member of the faculty. 

B. Provost and Dean of the Medical School/Executive Vice-President 
The search to fill these positions is initiated by the president. The 
search committee shall consist of a maximum of twelve individuals, of 
whom at least six individuals shall be members of the faculty. The 
Academic Council, after consultation with the president, shall provide 
the president with a list of twelve faculty members from which the 
president shall select the faculty representatives on the search 
committee. On the advice of the Academic Council, the president shall 

|] appoint one of the faculty representatives as chairman of the search 

committee. 

C. Executive Vice-President for Administration, Vice-President for Student 
Affairs and Vice-President for Computing 
The president shall initiate a search to fill these positions, and shall 
appoint several faculty representatives to these committees after 
consultation with the Academic Council. 

D. Dean of the Graduate School and Dean of Arts and Sciences 
The president and the provost shall initiate a search to fill these 
positions. The search committee shall consist of eight individuals, of 
whom at least four shall be faculty representatives. These individuals, 
and the committee chairman, shall be selected by the initiators from a 
list of ten faculty members provided by the Academic Council. 

E. Deans of the Schools of Law, Business, Engineering, Divinity, and 
Forestry and Environmental Studies, and Nursing 
The president and provost shall initiate the search for professional 
school deans in a manner consistent with both professional school 
practices and the procedures at Duke. At least one faculty 
representative from outside the professional school shall be appointed 
to the search committee from a list of four faculty members provided 
by the Academic Council. 

F. The president may call on the Academic Council for assistance in 
identifying candidates for other positions. 


II. Role of Search Committees 
A. The primary concern of a search committee is to provide a search 
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initiator with the best possible advice on the filling of the position іп 
question. 

B. The search committees shall seek qualified individuals from both inside 
and outside the university. The committee shall advertise іп 
appropriate places (e.g., the New York Times, the Chronicle of Higher 
Education, etc.). The president, the provost, other administrators, and 
faculty shall be asked to provide names of potential candidates. 

C. The search committees shall normally interview the candidates on the 
short list for any position. The interview may be conducted informally 
by a subcommittee of the search committees. 

D. Following the search, interview, and evaluation process, the search 
committees shall provide the search initiator with a list of qualified 
candidates together with a written evaluation of those candidates. 
Unless instructed to the contrary by the search initiators, the list of 
qualified candidates shall not be ranked in order of the committee’s 
preferences. 

E. The search initiators may legitimately ask the search committees to 
provide written evaluations of the strengths and limitations of specific 
candidates, including those not on the search committees’ list of 
qualified candidates. 


III. Review of Administration Personnel 
The process of review of administrators is a reasonable and useful method of 
ensuring institutional health. The process should develop information, not judgments. 
A. Deans 

1. It is recommended that deans of schools be appointed for a 
five-year period, generally renewable once. 

2. Each dean will be reviewed by a special committee appointed for 
that office by the Academic Council after consultation with the 
provost. The review will be initiated at the beginning of the 
fourth year of the appointment and will be completed in six 
months. A written report will be presented to the provost with 
copies to the president. 

3. At the end of the fourth year, the provost should recommend 
reappointment, or cause to be initiated a search for a new dean. 
If the provost recommends reappointment of the dean, the 
provost will be expected to notify the committee and the 
president in writing of his considerations and reasons for the 
recommendation. 

B. Provost and Dean of the Medical School/Executive Vice-President 

1. The same procedure for review will apply to these officers as to 
the deans, with the exception that the report will be presented 
to the president, who will deliver a copy to the Executive 
Committee of the Board of Trustees. 

C. President 

1. A review of the president will be initiated at three-year intervals 
following his assumption of office. The procedure for such a 
review will be established by consultation between the Executive 
Committee of the Board of Trustees and the Academic Council. 

D. Role of the Review Committee 

1. The Review Committee conducts interviews with those who have 

worked with the administrator in question--e.g., department 
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chairmen for deans and deans for provost, etc. 

It invites comments in writing from all members of the faculty. 
It interviews the person under evaluation. 

It prepares a written report, and will provide additional and 
specific information requested by the president. 


EAN 
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Appendix О 
UNDERGRADUATE FACULTY COUNCIL OF ARTS AND SCIENCES (UFCAS) 


Bylaws of the Faculty 
Bylaws of the Faculty of Arts and Sciences Pertaining to the 
Undergraduate Faculty Council of Arts and Sciences 
Articles of Organization 
Procedures for Faculty Recruitment, 
Promotion, and Tenure 


Bylaws of the Faculty 
(Approved, October 14, 1971, at a called meeting of the undergraduate faculty of Arts 
and Sciences; Revised February, 1976; September, 1982; October 1984) 


I. Membership 

The faculty of Arts and Sciences shall be composed of the president, the 
provost, the secretary, the dean of Trinity College Arts and Sciences (hereafter 
referred to as "the college"), and the members of the faculty whose Academic 
Council constituencies are humanities, social sciences, or natural sciences, or who 
teach courses designed primarily for undergraduates of Trinity College. 


II. Meetings 

The faculty of Arts and Sciences shall meet at the call of the dean of the 
college or upon the written request to the chairman of the Executive Committee of 
the Undergraduate Faculty Council of Arts and Sciences or of thirty faculty 
members. The agenda shall be circulated at least five days in advance of the 
meeting. 


ПІ. Membership of Committees 

Appointment to membership on committees authorized by the faculty of Arts and 
Sciences shall be made by the dean of the college with advice from the Executive 
Committee of the Undergraduate Faculty Council of Arts and Sciences. 


IV. Amendment of Bylaws 

The Bylaws of the Faculty of Arts and Sciences may be amended by a majority 
vote of those present at a meeting, provided the text of the proposed amendment 
has been circulated to the members at least ten days in advance of the meeting. 
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Bylaws of the Faculty of Arts and Sciences Pertaining to the Undergraduate Faculty 


Council of Arts and Sciences 


I. The Functions of the Undergraduate Faculty Council of Arts and Sciences 
The functions of the Undergraduate Faculty Council of Arts and Sciences 
(hereinafter referred to as "the council") shall be: 


A. 


B 
С. 
р 


[т] 


To determine and implement the broad objectives of undergraduate 
education in the college; 


. To encourage the achievement and maintenance of high standards of 


teaching and scholarship in the college; 
To legislate on curricular programs and to adopt academic regulations 
for the college; 


. To consider all other matters affecting the academic life and the 


learning environment of students in the college and to make 
recommendations and adopt regulations where appropriate; 


. To adopt admissions policies for the college and to advise on financial 


aid to its students; 
To develop appropriate means of encouraging and recognizing academic 
achievement of superior quality among students in the college. 


II. The Composition of the Council and Procedures for Election to the Council 


A. 


B. 


The Composition of the Council 
Members of the council shall be elected by the faculty in the 
departments in Arts and Sciences according to the following formula: 
1. Each department in Arts and Sciences shall elect опе 
representative to the council; military training departments shall 
be represented by the senior officer of each department or his 
alternate; 
2. Each department that has from ten to twenty members inclusive 
shall elect an additional representative making a total of two; 
3. Each department that has more than twenty members shall elect 
two additional representatives making a total of three; 
4. Each department may elect one alternate representative who may 
be designated a voting representative in the event of an absence; 
5. The faculty roster of each department shall be that kept by the 
secretary of the university and shall consist only of faculty 
whose Academic Council constituencies are humanities, social 
sciences, or natural sciences except as indicated in paragraph 6; 
6. The dean shall appoint a convener for faculty members without 
departmental affiliation but who offer courses designed for 
undergraduates of Trinity College. These members of the faculty, 
who may be designated by the dean, will meet annually as a 
group before spring vacation to elect representatives to the 
council according to the same principles as those for 
departmental elections. 
Time of Election 
Elections shall regularly be held before spring vacation, and the first 
meeting of the new council shall be held in April. Special elections to 
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fill vacancies may be held at any time when needed. Departments 
should replace members who have not attended three consecutive 
meetings of the council. 

C. Term of Office 
The term of office shall be one year. 


Ш. Meetings of the Council 

A. The council may meet each month, September through April, and at 
other times at the call of the dean of the college or of the Executive 
Committee or upon written request to the dean of ten of its members. 

B. At the first meeting, or if more convenient at a later meeting, the 
principal administrative officer should discuss the state of the college. 
At the discretion of the Executive Committee, the officers of ASDU 
may also be invited to participate. 

C. The presiding officer of the council shall be the dean of the college 
who may cast a vote in the case of a tie. In the absence of the dean, 
the chairman of the Executive Committee shall preside. 

D. Members of the council shall serve in person. No voting shall be 
allowed by deputy or proxy except by the one elected departmental 
alternate in the absence of a member. 

E. A simple majority of the members of the council shall constitute a 
quorum. 

F. The agenda shall be mailed, at least five days in advance of the 
meetings, to all members of the faculty of Arts and Sciences, to the 
Engineering Faculty Council, and to other persons who request it. 
Council action of a legislative nature shall be limited to the agenda 
except by recommendation of a majority of the members of the 
Executive Committee. 

G. Any person may be allowed to participate in discussion at the 
discretion of the presiding officer. 


IV. The Executive Committee of the Council 

A. The Executive Committee shall consist of six faculty members and the 
dean of the college. The Executive Committee shall annually appoint a 
three-person nominating committee which, immediately after spring 
vacation, shall prepare a slate of twelve members of the council (four 
each from the humanities, social sciences, and natural sciences) as 
nominees for the Executive Committee. This slate shall be submitted to 
the membership of the council in advance of the April meeting. 
Additional nominations may be received from the floor at the April 
meeting. All nominees should have indicated their willingness to serve 
if elected, and the council shall elect two from each division by secret 
ballot. 

B. The term of office of the members of the Executive Committee shall 
be one year. In the event of a vacancy, the council at its next 
meeting shall elect a person to fill out the term. 

C. The dean of the college shall convene annually the initial meeting of 
the Executive Committee and conduct the election of its chairman. The 
chairman will be one of the elected members of the committee. 

D. The functions of the Executive Committee shall be: 

1. To engage in overall planning of matters affecting the academic 
life and the learning environment of students in the college and 
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to make appropriate recommendations to the council, other 
committees, and the administration; 


. To serve as the committee on committees and as the agenda 


committee for both the council and the faculty of Arts and 
Sciences; 


. To designate a secretary of the Undergraduate Faculty Council of 


Arts and Sciences and the Executive Committee; 


. To review and coordinate the activities of the other committees 


of the council; 


. To serve as a liaison committee with the School of Engineering 


and other appropriate groups or persons; 
To accept responsibilities designated to it by the council; 


. To be responsible for a periodic evaluation of the work of the 


council and its committees. 
dean shall report actions of the Executive Committee to the 


council. 


У. Committees 


The council may exercise its functions through appropriate committees. 


VI. These bylaws may be amended by a majority vote of those present at a meeting 
provided the text of the proposed amendment has been circulated to the members at 
least 10 days in advance of the meeting. 


VII. The Bylaws of the Faculty of Arts and Sciences, the Articles of Organization 
of the council, and the list of members of the council shall annually be sent to all 
members of the council. 


VIII. The agenda and minutes of the meetings of the Undergraduate Faculty Council 
of Arts and Sciences shall be sent to all faculty members of Arts and Sciences and 
the School of Engineering. 
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The Undergraduate Faculty Council of Arts and Sciences 
Articles of Organization 


I. Committees of the Council: 
A. The standing committees of the council shall be: 


H. 


B. 


. Curriculum Committee 

. Committee on Courses of Instruction 

. Committee on Honors 

. Committee on Study Abroad. 

. Committee on Program II 

. Committee on Academic Standards 

. Committee on Undergraduate Admissions and Financial Aid 
. Committee on Advising 

. Residential Life Committee 

10. Committee on Freshman Year 


о со ل‎ О олњ سد را دیا‎ 


. The Executive Committee shall allot to ad hoc committees, perhaps as 


subcommittees of standing committees, the responsibility of carrying 
out special tasks. 


. The committees of the council shall be appointed by the dean of 


Trinity college of Arts and Sciences (hereafter called "the college") 
upon the nomination of the Executive Committee. 


. The committees of the council shall perform the functions set forth in 


these articles of organization and such other functions as the council 
may delegate to them subject to the following: 

1. in actions or decisions affecting individuals or departments the 
committees are expected to honor usual customs of due process, 
equal access, and judicial restraint; 

2. an appeal from any committee action or failure to act in 
reasonable time shall be made to the Executive Committee and 
then to the council itself. 


. Chairmen of committees shall be members of the faculty nominated by 


the Executive Committee and appointed by the dean of the college. 


. The term of office for faculty members of these committees shall be 


three years, and a faculty member shall not serve two consecutive 
terms on the same committee. 


. Each standing committee shall meet at such times and places and upon 


such notice as it may determine and shall file a copy of the minutes 
of each meeting with the chairman of the Executive Committee. 

A majority of the members of a standing committee shall be a quorum 
for the transaction of business. 


II. Curriculum Committee 
A. 


Membership. Two representatives each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); two 
administrators; and two students. 

Functions. The Curriculum Committee shall: 

1. Study and make appropriate recommendations to the council on 
requirements for the Bachelor of Arts and Bachelor of Science 
degrees in the college; 

2. Periodically review course offerings in the light of developing 
educational needs and recommend curricular changes to meet 
them (where appropriate, it may initiate requests for new courses 
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ог programs); 

3. Approve, with the consent of the council, descriptions of general 
and specialized undergraduate programs of study for inclusion in 
the Undergraduate Bulletin; 

4. Recommend for approval to the council professional combination 
programs such as the forestry and law programs now described in 
the Undergraduate Bulletin; 

5. Make periodic studies of the independent study program and 
submit appropriate recommendations to the council; 

6. Periodically evaluate the effectiveness of the curriculum in 
providing a liberal education. 


III. Committee on Courses of Instruction: 

A. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
administrator; and one student (and one student alternate, with only 
one student to have the vote). 

B. Functions. The Committee on Courses of Instruction shall approve all 
changes (deletions, revisions, and additions) in the undergraduate 
course offerings after examining their impact upon the curriculum as a 
whole. It shall bring such changes to the attention of the council. In 
discharging its responsibilities, the committee will seek to: 

1. Avoid unnecessary duplication of courses, either within a single 
department or among departments; 

2. Avoid unnecessary proliferation of courses; 

3. After consultation with the director of undergraduate studies of 
the appropriate department, drop from the Undergraduate Bulletin 
courses which have not been offered for four years; 

4. Approve and review all programs involving distinguished professor 
seminars, house courses, and special courses (internships, field 
experiences, etc.) for which academic credit is awarded; 

5. Ensure the adequacy of the catalogue description for each course 
offered. 


IV. Committee on Honors 
A. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
administrator; and one student (and one student alternate, with only 
one student to have the vote). 
B. Functions. The Committee on Honors shall: 

1. Recommend to the council requirements for graduation with 
honors; 

2. Approve all departmental programs for graduation with distinction 
and make such suggestions for change in those programs as seem 
appropriate; 

3. Plan and administer undergraduate honors convocations; 

4. Generally concern itself with means of recognizing, rewarding, 
and encouraging academic work of exceptional worth and make 
appropriate recommendations to the council. 

У. Committee on Study Abroad 
A. Membership. One representative from one of the foreign language 
departments; one from social sciences; one from natural sciences 
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(three-year staggered terms); one administrator; опе student (and опе 
% student alternate, with only one to have the vote). 
B. Functions. The Committee on Study Abroad shall: 
1. Recommend to the council appropriate regulations for study 
abroad by college students; 
2. Recommend guidelines for determining transfer credit to Duke of 
academic work done abroad; 
3. Study the feasibility of Duke-sponsored programs of study abroad 
and the collaboration with other programs. 


VI. Committee of Program II 
A. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
administrator; one student (and one student alternate, with only one 
student to have the vote). 
B. Functions. The Committee on Program II shall: 
1. Study and make appropriate recommendations to the council with 
respect to Program II in the college; 
2. Admit students to Program II and approve their programs and any 
later substantive modifications thereof. 


VII. Committee on Academic Standards 
A. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
administrator; one student (and one student alternate, with only one 
student to have the vote). 
0 B. Functions. The Committee on Academic Standards shall: 
1. Study and make appropriate recommendations to the council 
concerning academic regulations of the college; 
2. Interpret and review the administration of these academic 
regulations, subject to the review of the council; 
3. Encourage the achievement and maintenance of high standards of 
teaching and scholarship in the college; 
4. Establish standards of academic honesty with the approval of the 
council and in consultation with the student legislature and the 
undergraduate judicial board. 


VIII. Committee on Undergraduate Admissions and Financial Aid 
A. Membership. Five representatives with no fewer than one and no more 
than two from each division (humanities, social sciences, and natural 
sciences) serving three-year staggered terms. 
B. Functions. The Committee on Undergraduate Admissions and Financial 
Aid shall: 
1. Serve as the UFCAS members on the University Committee on 
Undergraduate Admissions and Financial Aid; 
2. Participate in the admissions process of the college; 
3. Recommend to the council changes in admissions policies and 
procedures in the college; 
4. Serve as an advising body to the council on matters of financial 
aid in the college. 


IX. Committee on Advising 
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А. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
administrator; one student (and one student alternate, with only one 
student to have the vote). 

B. Functions. The Committee on Advising shall: 

1. Oversee academic counseling of freshmen and sophomores in the 
college who have not selected a departmental major; 

2. Study ways of improving all faculty advising in Trinity College 
and make appropriate recommendations to the council. 


X. Residential Life Committee 

A. Membership. The chairman, who shall be a member of the faculty, and, 
in addition, one representative each from the humanities, the social 
sciences, the natural sciences, and the School of Engineering; two 
administrators, one of whom shall be the associate dean for residential 
life; six students to be nominated by ASDU, one from selective houses 
on East Campus, one from selective houses on West Campus, one from 
nonselective houses on East Campus, one from nonselective houses on 
West Campus, one from those living off campus, and one transfer 
student or a student at large, either from a residential hall or from 
Central Campus. All members shall be appointed for two-year terms, 
two years before the submission of the triennial report. 

B. Functions. The Residential Life Committee shall: 

1. Review and evaluate residential arrangements affecting the 
academic life and the learning environment of students in the 
college; 

2. Study ways of improving the residential life of students in the 
college; 

3. Prepare a report every three years with recommendations for the 
council, the dean, and the vice-president for student affairs. 

C. The Executive Committee shall appoint a subcommittee consisting of 
the chairman of the Residential Life Committee, two other faculty 
members of the committee, one student member, and one administrator. 
This subcommittee will meet on call for specific purposes or to 
prepare materials for the consideration of the full committee in 
preparing its triennial report. 


XI. Committee on Freshman Year 
A. Membership. One representative each from the humanities, the social 
sciences, and the natural sciences (three-year staggered terms); one 
representative from the School of Engineering; one administrator; one 
student (and one student alternate, with only one student to have the 
vote). 
B. Functions. The Committee on Freshman Year shall: 

1. Exercise an on-going supervisory role in freshman year 
experience; 

2. Work closely with the Curriculum Committee on several matters 
of concern to members of both committees; 

3. Serve as a conduit between the dean of Trinity College and the 
college’s several departments in order to elicit from faculty 
responses to particular needs of freshmen and to mediate to the 
dean structural and personnel concerns of the departments that 
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especially relate to their introductory courses and the freshmen 
¢ enrolled in them. 
C. Rules of Order 

1. The Rules of Order, compiled by Henry M. Robert, shall be the 
standard of this council. 

2. Chairmen of council committees, even if not members of the 
council, may themselves place motions before the council when 
they are presenting reports for their committees. 

3. It shall be the ordinary practice not to take action on a matter 
of far-reaching importance (a matter involving a significant 
change of policy) until the meeting after the one at which it is 
presented for discussion. Exceptions to this practice may be 
recommended by the Executive Committee when it considers that 
the item under consideration requires immediate action. 


у 


) 
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Procedures for Appointments, 
Reappointments, and Promotions 


I. Initiation of Searches and of Reviews for Reappointments and 
Promotions 

The dean of Arts and Sciences, with the approval of the provost, authorizes 
departments to conduct searches and to recommend new appointments. Departments 
themselves originate recommendations of reappointments and promotions of full-time 
faculty in regular ranks. (University regulations on these matters appear in Chapter 
3: 


П. Department Search/Evaluation Committee 

Through the department chair, the department nominates to the dean the 
membership of its search/evaluation committee, which can include faculty members 
outside the department. This committee reviews the pool of candidates for 
appointment or the candidate for reappointment, promotion, or tenure and prepares 
a written recommendation to the department. 


Ш. Initial Appointments without Tenure 
A. Search Committee Responsibility. The department search committee: 

1. Inquires about the specific affirmative action goals for the department 
from the special assistant to the president who is the university’s 
equal opportunity employment officer; 

2. Drafts an advertisement inviting applications and nominations 
(containing a description of rank, beginning date, tenure-track status, 
teaching expectations, application deadline, name and address of search 
committee chair, and AA/EOE statement) to be approved by the dean 
and placed in appropriate publications; 

3. Sends a copy of the advertisement and information about its placement 
to the dean and the special assistant to the president; 

4. Contacts colleagues in other universities to identify possible 

candidates; 

Contacts promising candidates for expressions of interest; 

Interviews potential candidates at professional meetings; 

. Develops dossiers for candidates being considered seriously. These 
dossiers include a current curriculum vitae, a statement by the 
candidate concerning research goals, and any materials such as course 
outlines or course evaluations that are likely to illuminate the 
effectiveness of a candidate’s teaching. In the case of candidates who 
have just completed graduate school, the department will request, at 
least, the candidate’s placement dossier containing a minimum of three 
letters of recommendation. In the case of candidates with several 
years of teaching experience, the committee will request other 
evidence of professional development and activity, such as significant 
articles and books published, papers read before learned societies, and 
research in progress; 

8. Solicits, whenever desirable, additional evaluations of specific strengths 
and weaknesses of the candidates with respect to research, teaching, 
rank among peers, and potential, supplementing the letters with 
written notes of any telephone conversations; 

9. Narrows the list of candidates, communicates with the special assistant 
to the president, if appropriate, and, with the dean’s approval, invites 


ма 
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the top candidates for a campus visit; 

10. Makes invited candidates’ dossiers available to all department and 
administrative colleagues in the department and in related disciplines; 

11. Provides an opportunity for the candidate to give an oral presentation 
and to meet colleagues in the department and in related disciplines; 

12. Schedules interviews with the dean of arts and sciences, the dean of 
the graduate school, and other appropriate university administrators; 

13. Prepares a written report to the department. 

B. Department Action. The department discusses in confidence the report of 
the search committee and votes on it by secret ballot at a meeting of the 
appropriate members of the department. Each department has its own 
criteria defining the "appropriate members." The chair does not vote except 
in a tie. 

С. Response to Department Action. The chair forwards the department's 
decision to the dean with a cover letter summarizing the recommendation of 
the department search committee, reporting the procedures followed, the 
names of all who voted, and the outcome of the vote, and including the 
chair’s personal recommendation. The chair transmits to the dean one copy 
of the complete dossier. The chair invites department members who so wish 
to communicate directly with the dean and, if there are different 
viewpoints, designates specific individuals to represent them. 

After receiving the departmental recommendation, the dean decides to 
make the initial term assignment without tenure or explains the reasons for 
not making it to the department. If the decision is affirmative, the dean 
prepares a letter of appointment for the candidate’s acceptance. 


IV. Initial Appointments with Tenure 

A. Search Committee Responsibility. The committee follows the same procedure 
as that for "Initial Appointments without Tenure" except that, in addition, 
the committee: 

1. Solicits at least six reviews of the candidate’s work and publications 
from scholars external to the university, several of whom are to be 
others than the candidate’s graduate supervisors or those specified by 
the candidate, sending all evaluators a current curriculum vitae and a 
significant sample of publications and works in progress, stating 
clearly the rank for which the candidate is being considered and that 
the information is requested for a tenured appointment, raising 
questions concerning any aspect of the candidate’s work about which 
there is doubt or controversy, and seeking an appraisal of the 
candidate’s scholarly contribution to the discipline, independence from 
graduate school mentors, rank in relation to outstanding members of 
his peer group, and potential compared with recognized leaders in the 
field; 

2. Supplements the letters with written notes of telephone conversations; 

3. Adds letters from committee members and other colleagues in the 
department; 

4. Writes a recommendation to the department reporting its findings. 

B. Department Action. The department discusses in confidence the report of 
search committee and votes on it by secret ballot at a meeting of the 
appropriate members of the department. Each department has its own 
criteria defining the "appropriate members." The chair does not vote except 
in a tie. 
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С. Response to Department Action. The chair forwards the department’s 
decision to the dean, with a cover letter summarizing the recommendation 
of the department search committee, reporting the procedures followed, the 
names of all who voted, and the outcome of the vote, and including the 
chair’s personal recommendation. In this recommendation, the chair should 
describe the nature of the candidate’s field and the role this field plays in 
the discipline, evaluate the candidate relative to the outstanding individuals 
in his peer group, and characterize the candidate’s research interests, 
commenting on how these interests will contribute to the department and 
its graduate program. Finally, this letter should suggest a list, drawn up by 
the department but not by the candidate, of at least three qualified outside 
evaluators not already contacted by the department. 

The chair transmits to the dean five copies of the complete dossier, 
invites department members who so wish to communicate directly with the 
dean and, if there are different viewpoints, designates specific individuals 
to represent them. 

After receiving the department’s written recommendation for an 
appointment with tenure, the dean reviews the dossier and checks it for 
procedural irregularities. The dean then transmits the dossier to the provost 
with any additional, desired information about the department--its goals, its 
needs, and the relation of the dossier to them--and with the dean’s 
assessment of the candidate’s scholarly credentials and suitability for 
appointment. 

The Provost’s Advisory Committee on Appointment, Promotion, and 
Tenure (AP&T) evaluates the dossier forwarded to the provost, consistent 
with the standards enunciated in Chapter 3. If it appears a decision can be 
made from the dossier alone, AP&T will contact one or more of the 
contributing evaluators or additional experts in order to confirm the 
committee’s impression of an objective dossier. The committee may 
supplement specific portions of the dossier by consulting with individual 
experts and by requesting additional information from the originating 
department. AP&T may feel it is necessary to invite an ad hoc panel of 
experts to provide additional advice. In constituting the ad hoc panel, AP&T 
will consider nominations made by the department as well as suggestions 
from its own members. The identity and opinions of members of an ad hoc 
panel are kept in the strictest confidence by the committee. A member of 
the AP&T will normally serve as liaison between the committee and the 
panel. After its scrutiny, AP&T makes a recommendation to the provost. 
The provost examines the record and consults with the dean and other 
administrative officers, and informs the dean of the decision reached. The 
dean transmits the provost’s decision to the department chair and, if 
favorable, prepares an appointment letter for the candidate’s acceptance. 


IV. Reappointments without Tenure 

The department evaluation committee examines the record of a faculty member 
on a term appointment during the year preceding the last academic year of the 
current appointment. The department evaluates the committee’s recommendation and 
forwards it to the dean no later than March 1. 

A. Initiation of the Process. The chair informs the faculty member when the 
review begins. The review’s purpose is to develop a judgment as to the 
faculty member’s probable suitability for tenure at Duke. Once approval has 
been granted for the second term appointment, the faculty member becomes 
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eligible to apply for а junior faculty leave. 

B. Evaluation Committee Responsibility. The committee: 

1. Requests from the candidate a current curriculum vitae, a statement of 
research interests and plans, copies of publications and manuscripts 
and other relevant material; 

2. Reads and evaluates the scholarly work of the candidate. Where 
possible, the committee should solicit letters of evaluation from 
scholars external to the university, several of whom are other than 
the candidate’s graduate supervisors or those specified by the 
candidate; 

3. Evaluates the quality of teaching effectiveness by reviewing student 
evaluations, course syllabi, and any theses or dissertations supervised 
by the candidate; 

4. Considers the quality of reasonable service to the department, to the 
university, and to the profession; 

5. Examines, in appropriate departments, the candidate’s success in 
obtaining research grants; 

6. Provides a statement about the quality of the journals and publishers 
which have accepted work by the candidate and about the nature of 
scholarly productivity in the discipline; 

7. Writes a report and recommendation based on the evidence and submits 
this dossier to the department. 

C. Department Action. The department discusses in confidence the report of 
evaluation committee and votes on it by secret ballot at a meeting of the 
appropriate members of the department. Each department has its own 
criteria defining the "appropriate members." The chair does not vote except 
in a tie. The chair then conveys to the candidate in writing the 
department’s decision, whether favorable or unfavorable, and provides a 
summary of the faculty member’s strengths and weaknesses so that he can 
improve performance. 

D. Response to Department Action. The chair forwards the department’s 
decision to the dean, with one copy of the candidate’s complete dossier and 
with a cover letter summarizing the recommendation of the department 
evaluation committee, reporting the procedures followed, the names of all 
who voted, and the outcome of the vote, and including the chair’s personal 
recommendation. In this recommendation, the chair should describe the 
nature of the candidate’s field and the role this field plays in the 
discipline, evaluate the candidate relative to the outstanding individuals in 
his peer group, characterize the candidate’s research interests and 
professional development, comment on the candidate’s effectiveness as a 
teacher, department member, and contributor to the graduate program, and 
speculate on the candidate’s future contributions to the department, to the 
university, and to the discipline. The chair should also comment on the 
probability of the candidate’s receiving tenure in the department. 

After reviewing the dossier and checking it for procedural regularities, 
the dean transmits the dossier to the provost with any additional, desired 
information about the department--its goals, its needs, and the relation of 
the dossier to them--and with the dean’s assessment of the candidate’s 
scholarly credentials and suitability for reappointment. The provost examines 
the record and the recommendations and consults with the dean. The dean 
transmits their decision to the department chair. If the decision is 
favorable, the dean prepares a reappointment letter. If the decision is 
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unfavorable, the dean sends the candidate a termination letter compatible 
with the candidates term of appointment. 


V. Promotions Conferring Tenure 

Reviews for promotions conferring tenure can be initiated by a department at 
any time, but if the contract expires with the eighth year of service, the 
recommendation on tenure is submitted no later than December | preceding the last 
full year of a term appointment. Normally, the seventh year is the appropriate time 
for a tenure review. Unless specifically stated by the provost at the time a leave is 
granted, time on leave accrues toward tenure. 

A. Initiation of the Process. The department chair tells the faculty member 
when the review begins and the names of the review committee’s members. 

B. Evaluation Committee Responsibility. The procedure followed is the same as 
that for "Initial Appointments Conferring Tenure" 

C. Department Action. The department discusses in confidence the report of 
the evaluation committee and votes on it by secret ballot at a meeting of 
the appropriate members of the department. Each department has its own 
criteria defining the "appropriate members." The chair does not vote except 
in a tie. The chair then conveys to the candidate in writing the 
department’s decision and the reasons for it. 

D. Response to Department Action. If the department’s decision is unfavorable, 
the chair transmits one copy of the complete dossier to the dean. If the 
department’s decision is favorable, the procedure followed is the same as 
that for "Initial Appointments Conferring Tenure." If the decision is 
unfavorable, the dean sends the candidate a termination letter compatible 
with the candidates term of appointment. 


VI. Promotions Not Conferring Tenure 

The procedure for promotions not conferring tenure is the same as that for 
"Promotions Conferring Tenure", except that the provost does not seek the advice 
of AP&T. A department must give in detail the reasons for recommending such 
promotions. 


VII. Promotions to the Rank of Full Professor 

Reviews for promotion from associate to full professor can be initiated by a 
department at any time, but to ensure a decision for the following academic year, 
the recommendation and all accompanying documents must be submitted to the dean 
no later than November |. The procedures for this review are the same as those for 
"Promotions Conferring Tenure, although the criteria for promotion to full professor 
are more rigorous than for the granting of tenure. 


VIII. Requests for Review 

When a department’s recommendation for promotion or tenure is negative, the 
chair shall inform the dean and the candidate of the decision and of the reasons 
for it. The dean shall then inform the provost and comment on the department’s 
decision. The provost may review the dossiers of all faculty whose candidacy has 
received a negative judgment by their departments; faculty members have the right 
to appeal departmental decisions to the dean and provost. 

In cases where a department recommends a candidate for promotion or tenure 
but the provost’s decision is negative, the department will have two weeks within 
which it can communicate to the provost any grounds on which it feels the decision 
is inappropriate. Following the appeal, the provost can refer the case back to 
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AP&T, including the departmental appeal, and ask for reconsideration, or the 
provost can reach a final decision without referral. 

Questions involving violations of due process in decisions not to renew a term 
appointment, to grant tenure, or to promote in rank are addressed to the University 
Hearing Committee. 
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Appendix Е 
SCHOOL OF ENGINEERING 


Bylaws of the Faculty 
Procedures for Faculty Recruitment, 
Promotion, and Tenure 


Bylaws of the Faculty 
(Revised 1983) 


Article I. Faculty Membership 

The faculty of the School of Engineering shall be composed of the president, the 
provost, the secretary, and all university faculty (as defined in the University 
Bylaws) who have appointments in the school. The voting membership of the faculty 
of the School of Engineering shall be composed of the president, the provost, the 
secretary, and those faculty whose appointments are in tenured or tenure-track 
positions in the School of Engineering. 

With the concurrence of the Engineering Faculty Council, the dean of 
engineering can extend voting privileges to faculty members with nontenure-track 
term appointments, such as research faculty, visiting faculty, and secondary faculty 
appointments. Such voting privileges will extend only for the duration of the term 
appointment. 


Article II. Faculty Responsibility 

The faculty of the School of Engineering shall be responsible for the conduct of 
instruction and research in the School of Engineering; it also shall be responsible 
for the undergraduate curriculum and, through the Engineering Faculty Council, for 
approving courses offered to undergraduates by the school.! 


Article III. Faculty Meetings 

The faculty of the School of Engineering shall meet at least once each semester: 
near the opening of the academic year (the fall meeting) and near the close of the 
academic year (the spring meeting). Additional meetings may be called by the dean. 
If the Engineering Faculty Council or at least five members of the voting 
membership of the engineering faculty request a special meeting for the conduct of 
business, the dean or the dean’s designated representative shall call such a meeting 
within two weeks of a written request. 

The presiding officer at meetings of the faculty of the School of Engineering 
shall be the chairman of the Engineering Faculty Council or, in the chairman’s 
absence, the secretary of the Engineering Faculty Council. The secretary of the 
engineering faculty shall be the secretary of the Engineering Faculty Council. 

The dean will send an announcement of a meeting to each member of the 
engineering faculty. Faculty members may submit agenda items in writing at that 
time. The chairman, in consultation with the dean, will submit a written agenda to 


1Under university procedures graduate courses must also be approved by the 
Graduate School. 
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the faculty during the week preceding the next faculty meeting. 

A simple majority of the voting membership of the engineering faculty shall 
constitute a quorum. Members must be present in order to vote. The current edition 
of Robert’s Rules of Order Revised shall govern the engineering faculty in all 
parliamentary decisions to which they are applicable, except when they are 
inconsistent with standing rules or bylaws adopted by the voting membership of the 
engineering faculty. A parliamentarian appointed by the Engineering Faculty Council 
may assist the chairman in making parliamentary decisions. 


Article IV. Engineering Faculty Council 

The Engineering Faculty Council of the School of Engineering (EFC) functions as 
a steering committee for the faculty; its responsibilities include the establishment of 
ad hoc committees to consider and report on matters of concern to the faculty. 

The EFC shall be composed of two voting faculty members from each department 
and the dean of engineering (ex officio). Members shall be elected to two-year 
terms and may serve a maximum of two consecutive terms. The first of each 
department’s representatives shall be elected in even-numbered years by the voting 
membership of the faculty of the School of Engineering. Voting will be prior to the 
spring meeting by secret ballot. The dean of engineering and the chairman of the 
EFC will be in charge of the election process. Tie votes will be resolved by re- 
balloting. The faculty in each department shall elect the second representative from 
its own membership in odd-numbered years, prior to the spring meeting. Each 
department chairman, or the chairman’s designated representative, shall prescribe 
the procedures for counting the votes for the second of these representatives. If a 
representative is unable to complete a term of office, a replacement shall be 
selected by the same voting process by which the original representative was 
elected. 

The EFC normally shall meet monthly during the academic year. A quorum for 
the conduct of business shall be a simple majority of the membership of the EFC. 
Immediately following the spring meeting of the engineering faculty, the Engineering 
Faculty Council shall meet to elect by secret ballot its own chairman and secretary 
(who serves in the chairman’s absence). Election shall be to one-year terms. 


Article V. State of the School 
A state of the school address by the dean shall be included as an agenda item at 
the spring meeting. 


Article VI. Amendment of Bylaws 

These bylaws can be amended by a two-thirds majority of those voting members 
present at any called business meeting of the engineering faculty, provided a 
quorum is present, and provided that the amendment has been circulated to the 
faculty in written form at least two weeks before the meeting. 
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Procedures for Faculty Recruitment, 
Promotion, and Tenure 


Faculty Recruitment 


1. 


When а vacancy is created by resignation, retirement or other causes the 
department chairman will ask for authorization from the dean to initiate a 
faculty search. The request should contain, as appropriate, details about the 
expected field of specialty of the new faculty member, desired experience level 
and salary range. 

The departments will send to the dean a written description of the position that 
constitutes the announcement for the position. A list of journals and/or 
individuals to whom the announcement of the position is sent will be enclosed. 
After the department has identified one or more highly desirable candidates for 
the position it will request dean’s authorization to invite them to the campus for 
an interview. 


. For prospective tenured appointments, the candidates’ interview itineraries should 


include the provost or his deputy and the dean of the graduate school. The 
curriculum vitae should be sent to these individuals before the visit. 

Before an offer is extended, the EEO self-audit form and a request to make an 
offer should be sent to the dean who may consult the equal opportunity officer 
before approving the request. Upon dean’s approval of offer terms, an offer 
letter will be written by the department chairman, with copies to the dean’s and 
provost’s offices. Copies of acceptance or rejection letters should also be 
provided immediately upon receipt. 

The departments are responsible for maintaining complete files of all 
correspondence relative to an appointment, which should be detailed enough to 
provide proof that equal opportunity procedures have been respected. 


Promotion and Tenure 


1. 


The promotion and/or tenure action begins with an annual review ОҒ all faculty 
members in ranks eligible for promotion and/or tenure by the chairman and/or 
the assembly of full professors of the department. Possible nominees (if any) are 
then considered for detailed departmental review. 


. The possible nominees are informed by the chairman of their eligibility for 


detailed departmental review. If they desire to be reviewed for promotion and/or 
tenure, they are asked to provide the chairman with complete copies of all major 
publications and suggestions of at least four referees outside of the university 
from whom assessments of the nominee’s scholarly and professional 
accomplishments might be obtained. 

The chairman requests letters from at least four outside referees, some of whom 
may have been suggested by the nominee, and also gathers data (with the help 
of a committee if necessary) about the nominee’s teaching skills. 

A dossier containing resume, complete publications, and all outside reference 
letters is circulated to the faculty of the department holding appointments above 
the candidate’s present rank. Faculty members respond by a confidential vote 
either for or against the promotion recommendation, and have whatever 
explanations they consider necessary to support their vote. 


. The chairman summarizes the responses and announces the intention to either 


recommend or not recommend the nominee. The nominee is informed orally of 
this intention. 

If the nominee is recommended for promotion, a dossier consisting of all the 
nominee’s publications, an investigative report on his teaching, and all inside and 
outside reference letters, will be forwarded to the dean of the school. The 
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forwarding letter shall contain а summary of the views of the faculty on the 
candidate as мей as the chairman’s personal views concerning the 
recommendation. In addition, individual faculty members may write to the Office 
of the Provost in support of or dissent from the department and school 
recommendation. Copies of such correspondence shall be sent to the department 
chairman and the dean of the school. 

7. АП recommendations received from departments are subjected to an 
administrative review by the executive group of the Engineering Administrative 
Council, which consists of the dean and engineering department chairmen. The 
purpose of this review is primarily to ensure that all recommendations relative to 
the faculty in the School of Engineering are made following a uniform set of 
standards. The dean of the school summarizes the views of the executive group 
in his forwarding letter to the provost to which is attached to the complete 
dossier(s) of the nominee(s). The nominee is informed orally through his 
department chairman, of the result of action at the school level. 
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Appendix F 
DIVINITY SCHOOL 
Procedures for Appointment, Promotion, and Tenure 


. An ad hoc committee is appointed by the dean to review the faculty member’s 
credentials and to make a recommendation in writing to the appropriate faculty 
constituency. 

2. The committee collects the relevant data. Explicitly: 

A. Current curriculum vitae; 

B. Copies of all publications and all relevant materials; 

C. Student evaluations of the person’s teaching; 

D. Recommendations from persons in the discipline who are outside of Duke; 

E. An interview with the colleague to explore areas of work and to enrich the 
understanding of his activity. 

3. A written recommendation is made to the appropriate faculty constituency. 

4. Action is taken by the faculty and a recommendation is forwarded by the dean 

to the appropriate university official(s). 
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Appendix С 
SCHOOL OF FORESTRY AND ENVIRONMENTAL STUDIES 
Policy for Promotion and Tenure 


The School of Forestry and Environmental Studies (SFES) policy for promotion 
and tenure is outlined below. In addition, we have provided policy for appointment 
procedures per se that include reference to minority recruitment and related 
matters. The latter appointment policy statement is appended for information 
purposes. Promotion and tenure policy within the school is designed to articulate 
with that utilized at the university level and seeks to provide interpretation for 
aspects unique to our professional concentration. Our generic approach is to obtain 
or exceed those standards for evaluation implemented campus-wide and to do so 
under the seven-year rule as defined in the Duke faculty policy statements and 
consistent with AAUP guidelines nationally. 


Policy Statement for Promotion and Tenure 


The promotion and tenure review policy for the SFES requires formal review of 
each assistant or associate professor position on an annual basis. This requirement 
includes tenure-eligible positions and does not necessarily include adjunct positions 
or research-term professor categories. The latter are reviewed and are subject to 
other policy as defined in the school’s policy manual. A candidate may request a 
waiver of the review process in any given year that does not affect his continuance 
of employment. Such a request must be approved by the dean. 

The annual review process is implemented by the dean in a timely manner to 
allow adequate preparation for articulation with university level review. The dean 
appoints a committee of two tenured faculty who will receive materials from the 
candidate including but not limited to the following: 

1. A current and complete curriculum vitae; 

2. Copies of publications and scholarly contributions; 

3. Documentation of service work to the university or community at large; 

4. Evidence of administrative duties and professional contribution in editorial or 

administrative areas; 

5. Letters of recommendation obtained by the candidate’s request from three 
professional colleagues outside of the Duke community; 

6. Other materials requested by the committee or deemed useful and elected by 

the candidate. 

The candidate may request the appointment of a third committee member at his 
option, and may request a preinterview with the committee prior to formal action to 
assure communication and understanding of the process. 

Upon appointment of the committee and receipt of all materials, requests, and/or 
communications from the candidate, the committee will meet under the chairmanship 
of a member selected by the dean. The committee will evaluate the candidate in 
three areas: (1) teaching, (2) research, and (3) service. Evidence of significant 
scholarly accomplishment in these three areas will be evaluated, related to the 
assigned duties of the candidate, and compared to the standards of quality for the 
profession and the appropriate discipline specialization. Generic guidelines for 
recommendation for promotion include the following: 
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Assistant Professor to Associate Professor with Tenure Rank. Evidence of 
scholarly and original contribution in the nature of recognized, refereed publication, 
books or similar media presentation on an annual basis with consistent and 
improving quality and quantity of accomplishment. Recognition of professional 
standing in recognized society activities and responsible duties within such 
organizations. А documented record of achievement іп teaching and 
classroom-related activities, including the preparation of texts, laboratory manuals, 
or other teaching materials. 

Evidence of Significant University Service in Administrative or Student Support 
Areas Including Committee and Counseling Work. Evidence of significant scholarly 
contribution in the practitioner areas of the candidate’s discipline including: 
legislative or industrial support and consulting; public service and contribution at 
local, regional, national, or international levels; and recognition of the candidate’s 
work through acceptance in process situations outside of the academic community. 

Associate Professor to Professor with Tenure Rank. The foregoing reference shall 
apply. In addition, the positive recognition of the candidate’s contribution nationally 
and internationally shall have grown and matured into leadership within the 
appropriate sector. The passage of time, even at an average level of contribution, 
will not justify promotion to full professor nor is there any time constraint for 
remaining at the associate level. 

Upon completion of the review the committee shall forward to the dean a draft 
copy of their evaluation and final recommendation including recommendations in ail 
three (service, teaching, and research) areas. Thereupon, the chairman of the 
committee will meet with the dean for final discussion and interpretation of the 
committee action. At the dean’s prerogative the report may be referred back to the 
committee for review or clarification. Upon acceptance of the report by the dean, 
the report, with the dean’s recommendation, will be presented before all tenured 
members of the faculty (the candidates shall be absent from this group) for final 
faculty review and recommendation. 

Upon completion of the review process the dean will make a final decision to: (1) 
forward to the university committee a recommendation for promotion or (2) deny or 
defer action based upon the review process and his own final decision. The 
candidate will be notified of the action. In all cases the candidate may request an 
internal overview of the process by the Faculty Council of the school should he so 
desire. In the event of a review request, a special session of the Faculty Council 
will be convened within ten days of the request initiation date to hear comment 
from the candidate and to elect a plan of procedure. All Faculty Council review 
process materials will be communicated to the dean for action and will be made a 
point of information for action by the tenured faculty at the dean’s discretion. 
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Appendix Н 


FUQUA SCHOOL ОЕ BUSINESS 
FACULTY EVALUATION, APPOINTMENT, PROMOTION, 
AND TENURE CRITERIA AND PROCEDURES 
FACULTY BYLAWS 


Faculty Evaluation, Appointment, Promotion, and Tenure 
Criteria and Procedures 


I. Faculty Titles and Standards 

Faculty ranks and titles are described briefly in Duke University Faculty 
Handbook, Chapter 1. The elaboration that follows pertains specifically to standards 
and practices in the Fuqua School of Business. A faculty member in the school holds 
one of the tenure-track or nontenure-track titles described below. 

A. Tenure-Track Appointments. Tenure-track appointments carry the title of 
professor, associate professor, or assistant professor. Some characteristics 
of these appointments and their incumbents are as follows: 

1. Professor. Appointments to this rank may be with or without tenure. 
Persons holding this rank with tenure are expected to stand in 
competition with the foremost professors of similar rank in similar 
fields, and to meet or exceed the standards expected of associate 
professors. 

2. Associate Professor. Appointments to this rank may be with or without 
tenure. Persons holding this rank with tenure are expected to stand in 
competition with the foremost professors of similar rank in similar 
fields and to have substantial records of research accomplishment. 
Persons holding the rank without tenure are expected to have 
demonstrated a capacity for research accomplishment. Persons holding 
this rank, whether tenured or not, should contribute effectively to the 
school’s objective of excellence in the education of others, be it in 
classroom performance, textbook writing, directing student research, 
program management, executive education, or other areas of 
importance to the Fuqua School. 

3. Assistant Professor. Appointments to this rank are not tenured except 
in rare circumstances. Persons holding this rank are expected to show 
promise of qualifying for the rank of associate professor within five to 
eight years from their appointments as assistant professors. 

It is a policy of the school that a fulltime faculty member not hold tenure-track 
appointments at Duke for more than eight consecutive years, unless the member is 
awarded tenure. In applying this policy, the school considers a faculty member on 
an approved leave of absence to have not interrupted his continuity of appointment. 
However, the time during which the faculty member is on leave does not accrue 
toward the total of eight years, unless the faculty member files with the dean a 
written request to the contrary, and the provost approves the request. 

B. Nontenure-Track Appointments. Various types of term appointments may be 
used to attract to the Fuqua School faculty members to whom the tenure- 
track ranks are not well suited. These appointments do not involve the 
expectation of tenure at a later date, and do not exceed five year terms, 
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though reappointments аге possible. The titles and terms of such 
appointments can be tailored to the circumstances, but in no case should 
they be inconsistent in level with the system of tenure-track titles. The 
tenure-track titles may be words as "visiting," "research," or "adjunct," as 
appropriate. Titles of the form professor of the practice of -- lecturer, 
senior lecturer, distinguished faculty fellow, distinguished visitor, and 
executive-in-residence are also available for this use. 


II. Annual Faculty Evaluation Procedure 

Continuing faculty are evaluated each year in an effort by the school to foster 
individual development, further the interests of the school, and adjust faculty 
salaries. 

One objective of the Fuqua School is to achieve excellence in its faculty. For 
purposes of the annual faculty evaluation, excellence can be achieved either in 
research related to the management of complex organizations or in educational 
activities directed toward improving the competency of managers.! The faculty as a 
group must cover both dimensions. While some individual faculty members will 
achieve excellence in both dimensions, every tenure-track faculty member is 
expected to contribute at least at an acceptable level in the dimension in which he 
is considered less outstanding. A nontenure-track faculty member is expected to 
excel in either research or education. 

The steps in the annual faculty evaluation process are as follows: 

A. Early in the fall term, each faculty member submits to the associate dean 
for faculty affairs information about his activities in research, education, 
and service during the previous year, plans for activities in the future, and 
a current resume. 

B. There follows an initial evaluation of each faculty member by the associate 
dean for academic programs, and the appropriate area coordinator and 
program director (s). This evaluation involves: 

1. From the area coordinator: 

a. Opinion regarding the member’s contribution to educational 
programs, quality and quantity of research, and standing in the 
profession. For instructors and untenured faculty on tenure-track 
appointments, progress toward tenure is ап important 
consideration. 

2. For tenured faculty, important considerations include: 

a. Standing in the profession as a scholar; 

b. Contribution to the development of junior faculty, the academic 
program, the school and the university, and; 

c. Opportunities elsewhere. 

3. From the program director(s) and associate dean for academic 
programs opinion and information regarding the member’s: 

a. Contributions in terms of course development and delivery; 


1However, no faculty member should believe that teaching and service, either 
alone or in combination, are sufficient to justify promotion or tenure; they must be 
accompanied by evidence of continuing scholarship of high quality, and, in the 
absence of such scholarship, promotion and tenure are inappropriate and should be 
replaced by other forms of recognition, such as salary increases or administrative 
rank. (See "Operating Principles of the Provost’s Advisory Committee on 
Appointment, Promotion, and Tenure" in the Appendix.) 
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b. Value as а part of the educational program; and 
c. Contribution to program development. 

C. The associate dean for faculty affairs prepares a written summary of this 
information and, if appropriate, a recommendation to consider the member 
for promotion or tenure. These summaries and recommendations are 
conveyed to the dean. 

D. The dean reviews and edits each of the summaries and prepares faculty 
salary recommendations for the next fiscal year. The dean may base these 
recommendations in part on consideration of the overall mix of faculty 
skills. The recommendations are discussed in detail with the associate dean 
for faculty affairs, and then the tenor of each summary and salary 
recommendation is conveyed by the associate dean to the appropriate area 
coordinators. The dean or the associate dean for faculty affairs next 
discusses each faculty member’s evaluation with him. The dean then 
prepares and conveys to the provost recommendations for annual salary 
increases. 

E. The dean reviews the associate dean’s list of recommendations for 
promotion or tenure, and after consultation with the tenured full professors, 
adds to or deletes from that list as seems appropriate to the dean. The 
dean then informs the appropriate area coordinators of the actions to be 
pursued. 


III. Extension of Tenure-track Faculty Appointments 

The dean may, in his discretion, with such faculty advice as he solicits, extend 
for one year the term of appointment of a tenure-track faculty member holding a 
term appointment, provided that such extensions do not exceed three years in the 
aggregate for that faculty member, provided such an extension would not cause the 
member automatically to receive tenure, and provided that the second such 
extension be preceded by a review of the candidate’s recent scholarly and 
educational accomplishments by a faculty committee appointed for that purpose by 
the dean. An extension of term by this mechanism does not involve a change of the 
faculty member’s rank. 


IV. Reappointment and Advancement of Tenure-track Faculty 

It is a policy of the Fuqua School to recommend reappointment, promotion, and 
tenure for its tenure-track faculty in circumstances where that faculty member’s 
accomplishments justify this action. Such action is recommended when ever it is 
consistent with the guidelines set forth under "Faculty Titles and Standards" in this 
handbook, and also consistent with university standards and the following 
considerations: 

A. All faculty members are expected to make reasonable contributions to the 
normal operations of the school and the Duke community. A demonstrated 
incapacity or unwillingness to do so disqualifies one for advancement. 

B. While the Fuqua School does not have fixed quotas of faculty by rank or 
tenure, there may be occasions when the healthy development of the school 
mitigates against the advancement of a faculty member with a particular 
specialty, however outstanding his performance. If the dean believes it may 
be appropriate to deny a faculty member reappointment, promotion, or 
tenure on these grounds, he will discuss the matter with the tenured full 
professors prior to appointing an evaluation committee. If after this 
discussion the dean decides not to recommend reappointment, promotion, or 
tenure on these grounds, no evaluation committee need be appointed. 
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The following procedures аге employed for promotion to associate or full 
professor and for the granting of tenure: 

1. The dean reviews all faculty members who might be considered for 
advancement with the tenured full professors. This review is generally 
initiated by the dean but can be at the request of the faculty member 
involved. 

2. Based on this review, followed by a discussion between the faculty 
member and the dean, the dean determines whether the faculty member 
should be considered formally for promotion or tenure. 

3. If the faculty member is to be considered formally, the dean appoints 
an evaluation committee of faculty members, a majority of whom are 
from the school. All members of the evaluation committee are of the 
rank being considered for the faculty candidate, or a higher rank. If 
the candidate is being considered for a rank with tenure, all members 
of the evaluation committee are tenured. 

4. It is the responsibility of the evaluation committee to: 

a. Request from the candidate a current resume, a statement of 
research interests and plans, copies of publications and 
manuscripts, the names of people considered by the candidate to 
be qualified to appraise his scholarly work, and any other 
material the candidate considers relevant; 

b. Examine and comment on the scholarly work of the candidate; 

Solicit evaluations of the candidate’s scholarship; and 

Examine the teaching effectiveness of the candidate by reviewing 
student evaluations, consulting the program director(s), reading or 
obtaining reviews of textbooks and case materials, and when 
possible, by other means; the committee should also examine 
course syllabi and any theses or dissertations supervised by the 
candidate; 

e. Consider the quantity and quality of service to the department, 
to the university, and to the profession; 

f. Consider the candidate’s success in obtaining research grants; 

g. Prepare and deliver to the dean a written report of its opinion 
as to whether the candidate qualifies for the proposed action; 

h. Provide the dean, and others who may be unfamiliar with the 
discipline, a statement about the quality of the journals and 
publishers which have accepted work by the candidate and about 
the nature of scholarly productivity in the subject; this statement 
addresses such questions as whether excellent scholars in the 
discipline write numerous articles rather than books, whether 
collaboration with other researchers is the norm, and, when 
feasible, how the responsibility for research is distributed among 
joint authors; 

i. Convey to the dean copies of the resume, publications, 
manuscripts, references and evaluations, and all other 
documentation on the basis of which the written report is made. 

5. The report of the committee and its supporting documents are made 
available through the dean’s office only to faculty eligible to vote on 
the reappointment. About one week after these documents are made 
available, the faculty eligible to vote meet to discuss the committee’s 
recommendation. The recommendation, if moved and seconded, is then 
voted on by signed ballot. The results of the voting are reported at 


а. о 
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that meeting. 

6. The dean, having knowledge of the committee report and the faculty 
discussion and vote, decides either to recommend to the provost that 
the candidate receive the proposed advancement, or else not to make 
any recommendation to the provost. 

a. In the former event, the dean notifies the candidate in writing of 
this decision, and provides the candidate with such details of the 
evaluation as seem helpful to the candidate. The dean also 
notifies all school faculty members of the decision and invites 
each to write a letter to the provost, whether in support of or 
in Opposition to the dean’s recommendation. 

b. In the latter event, the dean notifies the candidate in writing of 
the decision, and provides the candidate with such details of the 
evaluation as seems helpful to the candidate. The dean also 
notifies the tenured full professors of this decision. 

7. If the dean decides to recommend advancement to the provost, or if 
the candidate so requests, the dean forwards to the provost: 

a. A letter indicating his recommendation and the reasons for it; 

b. A cover letter from the committee chairperson to the dean 
summarizing the recommendation of the departmental 
review/search committee, reporting the procedures followed, the 
names of those voting, and the outcome of the vote, and 
including the chair’s personal recommendation; 

c. The report and documents collected by the departmental 
review/search committee submitted to the dean (including resume, 
publications, letters from colleagues, and statement of research 
interests and plans); 

d. The tally of the faculty vote on the evaluation committee’s 
recommendation. 


У. Reappointment and Advancement of Nontenure-track Faculty Appointments 

The dean may, in his discretion, with such faculty advice as he solicits, extend 
for one year the term of appointment of a nontenure-track faculty member. Any 
further extension must be preceded by a review of the candidate’s contributions to 
the Fuqua School by a faculty committee appointed for that purpose by the dean. 
To the extent appropriate, this committee will follow the process outlined in the 
section on "Advancement of Tenure-track Faculty". 


VI. Appointment Procedures for New Faculty 

The dean may, in his discretion, on whatever faculty advice he solicits, 
recommend to the provost the appointment of a person to a nontenure-track 
position, provided such an appointment is generally consistent with the titles and 
standards maintained for tenure-track appointments. Additionally, and subject to the 
same considerations, the dean may recommend to the provost the appointment of a 
person to the tenure-track position of assistant professor (without tenure), provided 
the appointment does not result in automatic conferral of tenure. For every new 
faculty appointment, the dean will usually follow the process described below to the 
extent that time and circumstances permit. 
For tenure-track appointments to the faculty at the ranks of associate professor 
and professor, and for any appointment involving tenure, the following process must 
be used: 

A. With the approval of the provost, and in consultation with the 
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appropriate area coordinator(s), the dean authorizes the initiation of а 
search for a new member of the faculty by appointing a search 
committee comprised of faculty members. 

B. The search committee’s responsibilities are to: 

1. Inquire about the specific affirmative action goals for the school 
from the university equal opportunity officer; 

2. Identify publications in which to advertise the search, draft an 
advertisement to be placed in these publications, obtain approval 
of the advertisement from the dean and from the university Equal 
Opportunity Office, and place the advertisement; 

3. Write letters and place telephone calls to colleagues in other 
universities to identify possible candidates, stating clearly the 
nature of the appointment and soliciting evaluations of specific 
strengths and weaknesses of candidates with respect to research, 
teaching, rank in the profession, and potential; 

. Contact promising candidates for expressions of interest; 
. Interview potential candidates at professional meetings and 
elsewhere; 

6. Develop, for each candidate being considered seriously, a dossier 
which includes a current resume and at least three letters of 
recommendations from colleagues outside of the university. 
Whenever possible, recommendations are requested from 
individuals other than candidates’ graduate supervisors; 

7. Supplement the letters with written notes of any telephone 
conversations; 

8. Narrow the list of candidates and, with the dean’s prior approval, 
invite the top candidates for on-campus interviews; 

9. Schedule interviews of the candidates with the dean, and for 
candidates being considered for tenure, with the provost and the 
dean of the Graduate School; 

10. Ensure that the on-campus interviews do not conflict with other 
such interviews, or materially with other activities of the school; 

11. Ensure that all professors are invited to interview candidates 
being considered for that rank, and that all tenure faculty are 
invited to interview candidates being considered for tenured 
positions; 

12. Make the resumes of invited candidates available to all faculty 
members of the school and the administrative officers who are to 
interview them; 

13. Provide an opportunity for candidates to give oral presentations 
and to meet colleagues in related disciplines. 

If the search committee finds one or more candidates it can endorse for 
appointment, it prepares a report on each, including in each its 
recommendation and the reasons for it. 

The report of the committee and its supporting documents are made 
available through the dean’s office to faculty eligible to vote on the 
appointment. About one week after these documents are made available, the 
faculty eligible to vote meet to discuss the committee’s recommendation(s). 
Recommendations moved and seconded are voted on by signed ballot. The 
results of the voting are reported at that meeting. 


(лл > 


. The dean, having knowledge of the committee герог(5) and the faculty 


discussion and vote, decides for each candidate either to recommend to the 
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provost that the candidate either to recommend (о the provost that the 
candidate receive the proposed appointment, or else not to make any 
recommendation to the provost. 

1. In the former event, the dean notifies all school faculty of this 
decision and invites each to write a letter to the provost whether in 
support of or in opposition to the dean’s recommendation. 

2. In the latter event, the dean notifies all school faculty of this 
decision. 

F. If the dean decides to recommend. appointment of a candidate to the 
provost, he forwards to the provost: 

1. A letter indicating his recommendation and the reasons for it; 

2. The tally of the faculty vote on the recommendation; 

3. The report of the search committee; and 

4. The documents collected by the search committee (including resume, 
publications, and letters from colleagues). 


VII. Procedure and Time Line for Nontenured Faculty Hired as Associate Professor 

subsequent to September 26, 1986 

A. Initial appointment is for five years. 

B. Tenure clock starts running with employment. 

C. During the fall of the fifth year the faculty will consider whether or not 
the faculty member should be granted tenure. This review will follow the 
standard procedures currently in place. The dean will make his 
recommendation to the provost by December 1. If the decision is favorable, 
the faculty member is granted tenure effective at the beginning of the 
sixth year. If unfavorable the faculty member’s contract will be extended 
for one year to provide a one year period of notice. 


NOTES: 


A. Under this policy, the tenure clock does not stop except: 
1. For a disability leave of six months or longer; or 
2. By approval of the provost prior to granting of the leave. 
B. These time lines represent the maximum time possible for granting of 
tenure. Of course, a faculty member can be granted tenure earlier. 


VIII. Procedures and Time Line for Nontenured Faculty Hires as Assistant Professor 

Subsequent to September 26, 1987 

A. Initial appointment is for five years. 

B. Tenure clock starts running with employment date. 

C. The initial five-year contract will be given conditional upon the faculty 
member’s completion of his/her thesis by the beginning of the second year. 
A formal review will be conducted in the spring of the fourth year. This 
review will be by an ad hoc committee appointed by the associate dean for 
faculty affairs to determine if the person is on the vector to achieve 
tenure. Based upon the findings of the review, possible outside evaluations 
and faculty discussion, the faculty will recommend either that the faculty 
member’s contract be renewed for another three years or the contract will 
be extended. Final decision for the renewal rests with the provost based 
upon the recommendation of the dean. 

D. During the fall of the seventh year the faculty will decide whether or not 
to recommend that the faculty member be granted tenure. This review will 
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follow the standard procedures currently in place. The dean will make his 
recommendation to the provost by December 1. If the final decision 15 
favorable, the faculty member is granted tenure effective the beginning of 
the eighth year. If unfavorable, the faculty member’s contract expires at 
the end of year eight. 


NOTES: 


. Under this policy, the tenure clock does not stop except: 


1. For a disability leave of six months or longer; or 

2. By approval of the provost prior to the granting of the leave. 
No initial appointments of tenure-track faculty will be made at the rank 
below assistant professor. 


C. These time lines represent the maximum time possible for tenure. Thus, a 


faculty member can be promoted to a higher rank or be granted tenure at 
times earlier than the above dates. 
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Faculty Bylaws 


Article 1. Voting Faculty 
1.1 The voting faculty as defined by the university Faculty Handbook, is 
comprised of those individuals who hold a primary and regular appointment 
as lecturer, assistant professor, associate professor, or professor in the 
Fuqua School of Business Administration. 


Article 2. Faculty Meetings 

2.1 The faculty shall meet at least three times a year during the regular school 
session; once during September, once during January, and once during April 
at which time the dean will report on the state of the school. Meetings will 
be called at other times as needed. Each member of the faculty shall be 
notified in writing of the date and time of any meeting at least two weeks 
prior to the meeting date. All meetings will be conducted in accordance 
with Robert’s Rules of Order. 


Article 3. Secretary of the Faculty 

3.1 The duties of the secretary of the faculty will be to call the faculty 
meetings upon the request of the dean or any faculty member, prepare and 
distribute the agenda prior to the meeting, chair the meetings which deal 
with governance, and distribute minutes to the faculty. Any voting member 
of the faculty is eligible to be elected for a one year term by a majority 
vote of the faculty present at the first regular meeting of the academic 
year. The secretary may serve consecutive terms. 


Article 4. Hiring, Reappointment, Rank, Promotion, or Tenure 

4.1 Matters concerning the hiring, reappointment, rank, promotion, or tenure of 
faculty will be handled in accordance with the policy and criteria for hiring 
and promotion stated in the Fuqua School of Business handbook for faculty 
and staff. 

4.2 Decisions involving hiring (except as noted below), reappointment, 
promotion, and granting of tenure will be discussed and voted on in faculty 
meetings convened for the purpose. All members of the faculty will be 
notified of such meetings. Voting privileges at those meetings will be 
limited to those with the rank or position and those of higher ranks to 
which the promotion rank, tenure, or reappointment is being proposed. 

4.3 The procedures for hiring untenured assistant professors will be described 
in the Fuqua School of Business faculty handbook. 

4.44 The dean will preside at each of these meetings and will be responsible for 
the timely distribution of minutes reporting action taken. All votes taken in 
these matters will be signed ballots. 


Article 5. Faculty Advisory Committee 
5.1 The Faculty Advisory Committee composed of the dean, associate dean, the 
secretary of the faculty, and five elected members of the faculty shall be 
constituted for the purpose of serving as faculty representatives to consult 
with the dean on general policies of administration and governance when 
such issues arise between scheduled faculty meetings. Further, the 
committee is charged with advising the dean on the equity of the criteria 
and the procedures to be followed in determining annual faculty evaluations 
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and compensation. The dean shall serve as the chairman of this committee. 

5.22 Тһе elected membership of the committee shall be comprised of at least one 
member from each of the professorial ranks. The term of office shall be for 
two years in duration beginning on October 1 following the September 
election. The term of office will be staggered with three members serving 
with initial two year terms. Thereafter, all terms will be for two years. 
Election will be by secret ballot. Each position will be filled on at a time 
by majority vote of the faculty. Vacancies where there is at least one full 
semester to serve will be filled by election by majority vote of the faculty 
at & regular meeting. 

5.3 The secretary of the faculty will inform the faculty of all matters discussed 
at meeting of the Faculty Advisory Committee by submitting written 
minutes to the faculty within two weeks of the meeting. 


Article 6. Curriculum Committee 

6.1 А six person Curriculum Committee shall be appointed by the dean each 
September with the advice of the Advisory Committee and shall be 
constituted for the purpose of monitoring curricula of existing programs, 
suggesting and evaluating new curricula of existing programs, enforcing 
continuation requirements and other issues of class standing, and overseeing 
other activities directly related to the substantive content and pedagogy of 
the school’s educational programs. Five of the six members will be from the 
voting faculty and one member shall be from the student body. 

6.2 All member of the Curriculum Committee shall be eligible to vote on 
curricula and program matters. Only faculty members of the Curriculum 
Committee will meet and vote on questions of student standing. Following 
the meetings of the Curriculum Committee, minutes of the meeting including 
recommended curriculum and course changes will be provided to the faculty 
by the chairman of the committee. Recommended curriculum and course 
changes can be challenged by a member of the faculty within two scheduled 
academic weeks after the minutes are circulated to the faculty by 
requesting the dean or the secretary to schedule a faculty meeting to 
discuss or decide these issues. All motions to be voted at such meetings 
must be submitted in writing to the secretary of the faculty at least one 
week in advance of the meeting. The secretary will organize the agenda and 
submit all motions to the faculty. Written proxy votes may be submitted to 
the secretary prior to the meeting. 


Article VII. Faculty Grievance Committee ; 

7.1 А faculty Grievance Committee shall be convened as needed to investigate a 
faculty member’s grievance. The purpose of the committee shall be to 
review the faculty member’s grievance and make a recommendation to the 
dean concerning the merits of the grievance. The committee shall be 
composed of three members, one selected by the dean, one by the aggrieved 
faculty member, and a chairman selected by these two members. 


Article VIII. Admissions Committee 
8.1 A standing Admissions Committee composed of appropriate administrative 
officers, two second-year MBA students, one second-year EMBA student, 
one Ph.D. student, and eight members of the faculty shall be appointed by 
the dean with the advice of the Advisory Committee for the purpose of 
recruiting, reviewing, and selecting candidates for the school’s degree 
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programs. 
Article ІХ. Administration 
91 The dean is responsible for the leadership, management, and administrative 
structure of the school. The dean shall appoint administrative officers as 
deemed necessary to assist in conduct of the responsibilities to: 
. Attract and maintain a faculty of world-wide preeminence. 
. Stimulate the development of educational and research programs to 
meet the school’s objective. | 
. Represent the school to the university, the business community, other 
educational institutions, and the public at large. 
. Direct the school’s financial affairs and budget. 
. Direct with the cooperation of the faculty and the university, a fund- 
raising program to meet the needs of the school. 


то со w> 


Article Х. Student Воду 
10.1 The student body of the Fuqua School of Business shall include students 
enrolled in the various academic programs of the school. Each program 
group shall determine its own organization and work with the faculty and 
administration to determine its won involvement and influence in school 
affairs. 


Article XI. Amendments 
11.1 The articles of governance may be amended by three-fifths of the voting 
faculty in a regular or called meeting of the faculty. Any proposed 
amendments must be circulated in writing to each member of the voting 
faculty at least two scheduled academic weeks prior to the meeting at 
which the change will be considered. Written proxy votes may be submitted 
to the secretary prior to the meeting. 
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Appendix | 
SCHOOL OF LAW 
Procedures for Appointment, Promotion, and Tenure 


The Law School Appointments Committee, working in conjunction with the dean, 
is charged generally with identifying personnel needs, establishing priorities of 
needs, locating prospective appointees, evaluating candidates and making 
recommendations to the faculty on all new appointments. All members of the faculty 
are encouraged to submit to the committee the names of prospective candidates they 
believe deserve serious consideration. 

The committee shall make a recommendation to the faculty concerning the type 
of appointment to be offered to a particular candidate it finds acceptable. If the 
appointment is to be with tenure status, that fact shall be made known to the 
faculty when the name is placed before it. 

With certain exceptions, all members of the faculty entitled to attend, participate 
in and vote at faculty meetings shall be eligible to vote on recommended 
appointments, provided, however, that only such members of the faculty who have 
tenure shall be eligible to vote on matters affecting indefinite tenure. No 
affirmative action shall be taken by the faculty on any recommended appointment 
unless by a two-thirds majority vote of those members present eligible to vote and 
actually voting, provided, however, that on a matter affecting indefinite tenure, 
affirmative action shall be taken by a majority vote of those members present, 
eligible to vote and actually voting. 

Detailed descriptions of procedures and standards for the various types of law 
school appointments appear in Rule 4.3 of the rules of the School of Law. 

A candidate shall be recommended for indefinite tenure only if he or she has 
demonstrated the qualities necessary for sustained excellence as both a teacher and 
a creative and productive scholar, looking to the future as well as the past. In 
making this recommentation, the faculty may assess the quality of a candidate’s 
teaching on the basis of student evaluations, class visitations, and/or such other 
techniques it deems appropriate; it may assess the quality of а candidate’s 
scholarship only on the basis of his written work that is in a state of completion 
sufficient to satisfy reasonable standards of craftsmanship, and this written work 
must be sufficiently substantial to permit confident judgment by the faculty in the 
matter. Other factors that may weigh in the decision are the extent, relevance, and 
the significance of a candidate’s contributions to legal education, law reform, public 
service, and the administration of justice. 
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Appendix J 
BASIC SCIENCES--MEDICAL CENTER 


Procedures for Appointment, Promotion, and Tenure 
Materials to be Submitted by the Department in Support of 
Nominations for Appointment, Promotion, and Tenure 


Procedures for Appointment, Promotion, and Tenure 


1. Departmental Level Review 

Each candidate for appointment and/or promotion with tenure, or conference of 
tenure shall be notified by the department chairman a minimum of one month in 
advance of a scheduled departmental review and shall be invited to submit all 
relevant documents including (1) curriculum vitae, (2) statement of research and 
teaching contributions, (3) copies of scholarly publications, (4) description of 
research funding, and (5) list of suggested outside reviewers. A complete list of 
required documents is available from the administrative officer responsible for the 
academic affairs of the basic science faculty. 

The chairman will solicit six to ten (a minimum of six) letters from individuals 
external to Duke University who are qualified to evaluate the candidate’s scholarly 
contributions. No more than half of these letter should be obtained from a list of 
qualified individuals suggested by the evaluating faculty of the department (or 
section). Letter from persons who have served as mentors or who have published 
jointly with the candidate may be included, but these letters shall be in addition to 
the six required letters. 

The complete dossier will be presented to all tenured faculty within the 
department or section of rank equal to or higher than the rank sought by the 
candidate. A secret vote will be taken at a subsequent meeting of these tenured 
faculty members and the results recorded by the chairman together with the names 
of those faculty members voting. 

In the case of an affirmative action within the department or section, the 
dossier will be forwarded to the administrative officer responsible for the academic 
affairs of the basic science faculty accompanied by a letter from the chairman 
detailing the qualifications of the candidate, the vote by the faculty on the 
candidate’s promotion, the names of the faculty voting, and the personal 
recommendation of the chairman. When the dossier is forwarded from the 
department or section, the chairman will inform the provost’s office that the 
candidate has been approved by the department or section and that the dossier has 
been sent forward. If the department or section reaches an unfavorable decision, the 
administrative officer responsible for the academic affairs of the basic science 
faculty is so informed and the dossier forwarded to this individual for review. 

Nontenured faculty must be reviewed at least every three years and advised of 
their standing in the department or section. Any faculty member may formally 
request that he/she be considered for promotion or tenure by submitting a letter to 
the department or section chairman. 
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2. Review by the Administrative Officer Most Directly Responsible for (һе Academic 
Affairs of the Basic Science Faculty (e.g. dean of basic medical science, dean of the 
Medical School). 

The standing Appointments, Promotion, and Tenure Committee consisting of seven 
tenured professors, one of whom shall be a nonvoting chairman, shall be appointed 
by the administrative officer responsible for the academic affairs of the basic 
science faculty. A list of twelve nominees for membership on this committee shall 
be provided by the elected Faculty Steering Committee for Basic Sciences. No 
member shall be appointed without the approval of this elected body. No 
departmental or section chairman may serve. Nominations will include appropriate 
individuals with (1) primary appointments in the basic sciences departments, (2) 
primary appointments in the College of Arts and Sciences, and (3) primary 
appointments in clinical science departments and secondary appointments in a basic 
science department. It is anticipated that no more than two or the six voting 
members of the AP&T Committee will be from the latter group, and the nonvoting 
chairman must have a primary appointment in one of the basic science departments. 

All dossiers approved and forwarded by the department or section shall be 
submitted to this AP&T Committee for consideration and subsequent recommendation 
to the administrative officer responsible for the academic affairs of the basic 
science faculty. The operating rules of this committee shall be in concert with those 
of the Provost’s Committee on Appointments, Promotion, and Tenure. 

After review by the committee, the chairman of the Basic Sciences AP&T 
Committee shall forward a detailed summary statement of the deliberations on each 
candidate together with a recorded formal vote to the administrative officer most 
directly responsible for the academic affairs of the basic science faculty. This 
summary statement becomes a permanent part of the dossier, as do all additional 
documents generated by the committee during irs review process. 

Following the review by the AP&T Committee, the administrative officer 
responsible for the academic affairs of the basic science faculty shall forward the 
dossier together with his recommendation to the chief executive officer of the 
Medical School. In the event that the administrative officer responsible for the 
academic affairs of the basic science faculty is also the chief executive officer of 
the Medical School, the dossier will be forwarded directly to the provost. 


3. Review by the Chief Executive Officer of the Medical School 

If this administrative position is not occupied by the administrative officer 
responsible for the academic affairs of the basic science faculty, the complete 
dossier including administrative recommendations, the summary statement, and all 
additional review documents from the AP&T Committee for Basic Sciences shall be 
forwarded to the chief executive officer of the Medical School who is responsible 
for addressing institutional concerns relevant to the candidate’s application. 
Following his/her review, the dossier is forwarded to the provost indicating by 
cover letter his/her recommendation. 


4. Review by the Provost 

The complete dossier is reviewed by the Provost’s Committee on Appointments, 
Promotion, and Tenure as detailed in the Faculty Handbook, Chapter 3, and their 
recommendation forwarded to the provost. The provost, in turn, forwards his 
positive recommendations, after consultation with the president, to the Board of 
Trustees for their action. The provost will communicate to the chief executive 
officer of the Medical School his decision and the major factors underlying it. The 
chief executive officer of the Medical School is responsible for the academic affairs 
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of the basic science faculty who would, in turn, notify the appropriate department 
chairman. The chairman, in turn, communicates the decision to the candidate. If the 
provost reaches a negative decision, he will so notify the chief executive officer of 
the Medical School. The department or school will have two weeks within which it 
can communicate to the provost any grounds on which it feels the decision is 
inappropriate. On any one case the department or school is limited to one appeal of 
the decision by the provost. 


5. Expectation of Privacy 

Pursuant to university custom and policy, all documents contained in the dossier 
with the exception of the materials directly submitted by the candidate are 
considered confidential as is the identity of all external reviewers. The total dossier 
is made available to those individuals officially responsible for recommendations 
and/or decisions on the candidate’s status. These individuals include (1) the tenured 
department faculty or rank equal to or higher than the rank sought by the 
candidate, (2) the department chairman, (3) the administrative officer responsible for 
the academic affairs of the basic science faculty, (4) the Basic Sciences Committee 
on Appointments, Promotion, and Tenure, (5) the chief administrative officer of the 
Medical School, (6) the provost, (7) the Provost’s Committee on Appointments, 
Promotion, and Tenure, (8) the president, and (9) the Board of Trustees. All 
individuals participation in the AP&T process are expected to adhere to this 
statement regarding confidentiality. 

Ad-hoc panels and/or individual additional external reviewers may be consulted 
by any of the above listed university administrators or faculty bodies with the 
expectation that the privacy and confidentiality of the dossier is protected. 
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Materials to be Submitted by the Department 
in Support of Nominations for Appointment, Promotion, and Tenure 


Eight copies of the complete dossier (the original and seven copies) in notebooks 
tabbed to indicate the individual section should be submitted. The department should 
retain a copy of the complete dossier in its files. A complete dossier includes: 

1. A detailed table of contents 

2. A cover letter from the chairman to the dean. This letter summarizes the 

recommendation of the departmental review/search committee reporting the 
procedures followed; the names of those voting; the outcome of the vote; 
and the chairman’s personal recommendation. If the candidate has been 
considered within the past twenty-four months, all materials related to the 
candidate’s previous consideration including curriculum vitae, letters, 
subcommittee recommendations, departmental recommendations, and 
chairman’s recommendations should be included. In his recommendation, the 
chairman should describe the nature of the candidate’s field and the role 
this field plays in the discipline; evaluate the candidate relative to the 
outstanding individuals in his peer group; characterize the candidate’s 
research interests and professional development; comment on the candidate’s 
effectiveness as a teacher, department member, and contributor to the 
graduate program; and speculate on the candidate’s future contributions to 
the department, to the university, and to the discipline. This letter should 
suggest a list, drawn up by the department but not by the candidate, of at 
least three additional qualified outside evaluators not already contacted by 
the department. 

3. Тһе report from the departmental review/search committee submitted to the 

departmental chairman. 

4. Тһе candidate’s current curriculum vitae with its list of published works 

and research numbered to reference the publications included in the dossier. 

5. A statement by the candidate concerning research completed, in progress, 
and planned. 

Sample course outlines and a list of theses and dissertations supervised. 

A complete list of evaluators contacted by the department with a statement 

regarding their caliber and an indication of those suggested by the 

candidate and those by the department. 

8. A sample of the request for review/information letter sent to external 
reviewers. 

9. Letters of evaluation (external, internal, and when useful, from students) 
and all correspondence between evaluators and the chairman. At least three 
external letters are required for an initial appointment without tenure; at 
least six for all other reviews. The suggested maximum is ten outside 
letters. 

10. Written notes of any telephone conversations with evaluators. 

11. А statement of the quality of journals and publishers having accepted work 
by the candidate and of the nature of scholarly productivity in the 
discipline. 

12. Copies of as many of the candidate’s publications as is possible (a minimum 
of five sets). In particular, major items such as books, refereed journal 
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13. 
14. 
15. 
16. 
ІШЕ 


articles, book chapters of special note, and works іп progress, numbered 
and referenced on the curriculum vitae should be submitted. For published 
books, include as many copies (up to five) as reasonably possible. Copies of 
books will be returned to departments. The AP&T Committee may from time 
to time go back to departments for copies of items on the curriculum vitae 
which are not contained in the dossier. 

Any reviews of candidate’s published works. 

Recent grant proposals, if pertinent. 

Any other material the candidate or department considers relevant. 

A documentation of all past and present funding. 

A statement from the chairman explaining any omission(s) from this check 
list. 


Faculty Handbook / 12-87 Appendix J/ 5 


Appendix К 
SCHOOL OF NURSING 


Bylaws of the Faculty 
Faculty Appointments, Reappointments, Promotion, 
and the Granting of Tenure 


Bylaws of the Faculty 
(Revised May 16, 1986) 


Preamble 

The Bylaws of the University provide that: 

Each college and school in the university may have a faculty of its own, which 
shall be composed of the president, the chancellor, the provost, the secretary, and 
all members of the university faculty in the particular college or school. Each such 
faculty shall function under the president and other officers of educational 
administration and subject to the regulations of the university faculty. 


Article I. Name 
The name of this organization shall be the School of Nursing Faculty of Duke 
University. 


Article II. Purpose 

The purpose of this organization shall be to facilitate the faculty in: 
1. Participating in decision-making concerning affairs of the school; 
2. Developing, implementing, evaluating, and revising the curricula; 
3. Enhancing professional development. 


Article Ш. Members 

Section 1. The membership of this organization shall be composed of the 
president, the provost, the secretary, the dean of the Medical 
School/executive vice-president , the dean of the School of Nursing, 
those persons holding academic appointment in the School of Nursing 
and other persons as may be approved by the dean. 

Section 2. The voting members of this organization shall be limited to those who 
hold their primary academic appointments in the School of Nursing at 
the ranks of associate, assistant professor, associate professor, or 
professor, and whose major responsibilities include academic 
instruction, advisement, administration, and research as well as 
committee membership. A minimum of one-half of their time is to be 
devoted to activities in the School of Nursing. 


Article ТУ. Meetings 

Section 1. The regular meetings of the faculty shall be held at a minimum of five 
times a year. 

Section 2. The regular meeting in August shall be known as the annual meeting, 
and shall be for the purpose of receiving annual reports from 
committees. 

Section 3. The meetings shall be chaired by the dean or his designee. 
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Section 4. А special meeting тау be called by the dean or shall be called оп 
written consent of one-third of voting faculty members. The purpose 
of the meeting shall be stated in the call. Except in cases of 
emergency, seven days notice shall be given. 

Section 5. A majority of the total number of voting faculty members shall 
constitute a quorum. 

Section 6. A parliamentarian shall be elected by the faculty at the annual faculty 
meeting and serve for one year. This person shall be consulted when 
questions of parliamentary procedure arise. 

Section 7. Records of meetings shall be kept by a nonacademic administrative 
appointee designated by the dean. 


Article V. Standing Committees 

Introductions: Under ordinary circumstances the standing committees of the 
faculty, the Graduate Studies Committee, the Reappointment, Promotion, and Tenure 
Committee, and the Recognition, Honors, and Lectureship Committee shall meet 
regularly during the year. The number of meetings will depend on the work to be 
accomplished by the committee. Unless otherwise specified, standing committees will 
serve from July to July. Minutes will be filed in the dean’s office. 

Students serving on faculty committees are given voting privileges and may serve 
one or two year terms. They are selected by the respective student group within 
the School of Nursing. 

Section 1. The dean is an ex-officio member of all standing committees. 

Section 2. Graduate Studies Committee 

Membership: All faculty members who have a primary responsibility for a 
graduate nursing course, and one graduate student. The committee shall elect the 
chairman -or whatever is consistent with the rest of the handbook. 

Term: Two years. 

Quorum for Business: Simple majority of voting members. Student members are 
not to be considered in forming a quorum for decisions utilizing confidential 
applicant or progression materials. 

Functions: 

A. Plan, implement, and evaluate a program for recruitment, admission, and 
progression of students. 
1. Develop approval policies and procedures for admission and progression. 
2. Select students for admission. 
3. Recommend policies and procedures for recruitment of prospective 
students. 
B. Plan, implement, and evaluate curriculum for the graduate program. 
1. Recommend for approval by faculty requirements for the degree and/or 
other recognition for the program. 
2. Approve instruments and procedures for evaluating the curriculum. 
3. Recommend for approval by faculty revisions to the graduate curriculum. 
4. Recommend for approval by faculty new courses to be offered and/or 
current courses to be discontinued. 
5. Recommend for approval by faculty candidates for degrees. 
6. Recommend for approval by faculty major policy changes relevant to the 
graduate program. 
Section 3. Reappointment, Promotion, and Tenure Committee 
Membership: Three tenured faculty members elected by the faculty. The 
committee shall select its chairman. 
Term: Two years. Members may serve more than two consecutive terms. 
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Quorum for Business: АП members must be present when the committee is 
considering faculty members for reappointment, promotion, or tenure. 
Functions: 
A. Recommend to faculty for approval policies and procedures for faculty 
evaluation relative to reappointment, promotion, and tenure. 
B. Review credentials of faculty in order to make recommendations to the dean 
for faculty reappointment, promotion, and tenure. 
Section 4. Recognition, Honors and Lectureship Committee 
Membership: Three faculty members, one of whom is the chairman, two 
members from nursing services, the president of Sigma Theta Tau, Beta Epsilon, the 
president of the Alumni Association, one graduate student, and one undergraduate 
student. 
Term: Two years. 
Quorum for Business: Simple majority of members. Student member is not to 
be considered in forming a quorum for discussions concerning confidential matters. 
Functions: 
A. Collect information оп various sponsors (fund raising) {о solicit 
contributions for various awards 
B. Recommend policies or guidelines to faculty for selection of individuals for 
honors and awards, such as: 
1. Clinical practice award 
2. Research award 
3. Community service award 
. Recommend students for honors and awards. 
. Plan and implement named lectureships. 
. Recommend to faculty a candidate for the Distinguished Alumni Award. 
Recommend to faculty individual(s) for honorary degree consideration. 


MoO 


Article VI. Parliamentary Authority 

The rules contained in the current edition of Robert’s Rules of Order Revised 
shall govern the faculty in all cases to which they are applicable and in which they 
are not inconsistent with these bylaws and any special rules of order the faculty 
may adopt. 


Article УП. Amendment of Bylaws 

These bylaws can be amended at any regular meeting of the faculty by a two- 
thirds vote, provided that the amendment has been submitted in writing at the 
previous regular faculty meeting. 
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Faculty Appointments, Reappointments, Promotion, 
and the Granting of Tenure 


Appointment. Applications for faculty positions shall be made to the dean of the 
School of Nursing. A letter indicating interest in a faculty position, a curriculum 
vitae, transcripts of collegiate preparation, professional references, and selected 
personal information will constitute an application. Faculty applicants will be 
interviewed by the dean, selected faculty members teaching in the School of 
Nursing, and specific university and Medical Center personnel as indicated. 

Interviews will be arranged by the Office of the Dean. Interviewers will 
subsequently communicate their impressions and recommendations to the dean in 
writing. All data then shall be considered in view of the applicant’s potential 
contributions to academia. With advice from the faculty, the dean shall then decide 
whether to submit to the vice-president for health affairs and executive vice- 
president and dean of the Medical School/executive vice-president a recommendation 
of the candidate for appointment. In the event of recommendation, it will then be 
forwarded to the appropriate university officials, and upon action of the Board of 
Trustees, the candidate will be notified by letter from the dean of the Medical 
School/executive vice-president . 

Appointments to the rank of associate are for one or two years, subject to 
renewal. Appointment to the ranks of assistant professor and above are usually shall 
be made for an initial three-year period, subject to renewal upon review before the 
end of that period. Service toward tenure is cumulative at the three regular ranks 
(1.е., assistant professor, associate professor, and professor) if appointed full time. 
Tenure may or may not be offered upon initial appointment to associate and full 
professor. 

Part-time faculty, clinical associates, and lecturers are appointed for one-year 
terms, subject to renewal. 

Reappointment, Promotion, and Tenure. Faculty with term appointments will be 
reviewed for reappointment consideration in general accordance with the timing 
recommended by the American Association of University Professors. The dean 
notifies the faculty member that he or she is nearing the end of a term 
appointment or the period of eligibility for tenure. A faculty member requests 
review for reappointment, promotion, and tenure by making application to the 
chairman of the Reappointment, Promotion, and Tenure Committee. This committee is 
advisory to the dean of the School of Nursing. When the decision is made for 
promotion, or for the award of tenure, three selected leaders in the nursing 
specialty will be used for external review. The committee reserves the right to 
select external reviewers. Persons being considered only for reappointment shall 
have an internal review. An associate with a one year appointment shall have an 
administrative review. (See also Guidelines for Reappointment, Promotion, and 
Tenure in the School of Nursing.) 

The dean shall then forward to the vice-president and executive vice-president 
for health affairs the dossier and a letter of recommendation giving the 
recommendation of the committee as well as a personal view of the recommendation. 
In the event of recommendation, it will then be forwarded to the appropriate 
university officials, and upon action of the Board of Trustees, the faculty member 
will be notified by letter from the executive vice-president and dean of the Medical 
School/executive vice-president . 
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Appendix М 
OMBUDSMAN AND FACULTY HEARING COMMITTEE 


I. Purpose 
The university, with the concurrence of the Academic Council, has established 
the position of ombudsman and the Faculty Hearing Committee (FHC) to facilitate 
prompt and equitable resolution of allegations by faculty members and instructional 
staff that there has been a violation of either: 
A. the university’s policy concerning academic freedom and academic tenure as 
set forth in Appendix C of this handbook; or 
B. the university’s policy of equal treatment in employment, without regard to 
race, creed or religion, color, veteran status, sex, sexual preference, age, 
national or ethnic origin, or handicap. 
The ombudsman and the FHC shall function in accordance with the procedures 
below. 


II. Selection 

A. The Ombudsman 

The ombudsman shall be appointed for a term of two years by the Academic 

Council from the number of active or recently retired members of the faculty. The 
appointment may be renewed. The ombudsman shall report directly to the president 
of Duke University who shall appropriately compensate the ombudsman and provide 
reasonable support services. 

B. The Faculty Hearing Committee 

1. The committee shall consist of twelve faculty members and 
instructional staff, tenured as well as untenured, nominated by the 
Executive Committee of the Academic Council and elected by the 
council at large. In its nominations the Executive Committee shall seek 
to present a reasonable representation of all segments of the 
university’s academic community. The Executive Committee shall 
appoint one member of the FHC to act as chairman. 

2. Committee members shall serve for a one-year term. Retiring members 
shall nonetheless conclude cases pending before them at the time of 
the expiration of their terms. Any member may be re-elected upon 
expiration of his term. Vacancies arising other than through the 
expiration of a term shall be filled by appointment by the Executive 
Committee of the Academic Council. Such an appointment shall be for 
the remainder of the term for which the vacancy arose. 


Ш. Jurisdiction 
A. The ombudsman and the FHC shall have jurisdiction to consider complaints 

from faculty and instructional staff concerning one or more of the 
following matters: 

Dismissal for misconduct or neglect of duty; 

Termination of appointment prior to its expiration date; 

Disputed claims by a faculty member to the existence of tenure; 

Allegations of violation of academic freedom; 

Allegations of violation of academic due process; 
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6. Allegations of adverse employment actions involving discrimination оп 
the basis of race, creed or religion, color, veteran status, sex, sexual 
preference, age, national or ethnic origin, or handicap. Adverse 
employment actions include actions with respect to the member’s rank, 
salary, fringe benefits, sabbatical and other leaves with or without 
compensation, workload or work assignment, promotion, tenure, 
extension or termination of appointment. Failure to act may be 
considered an action. 

B. The jurisdiction of the ombudsman and the FHC contained in Paragraph 
ША(5) above refers to procedural rather than substantive issues. 


IV. Procedures 
A. The Ombudsman 
The purpose of the ombudsman is to receive complaints from members of the 
faculty and the instructional staff, to investigate those complaints, and to attempt 
to resolve the complaints through conciliation. 

1. The ombudsman shall be available to answer questions about how 
properly to file a complaint. 

2. Complaints and all supporting evidence shall be in writing. The 
ombudsman may reject any complaint that does not adequately identify 
the nature of the complaint, the evidence to support the allegations, 
and the evidence to show a good faith attempt to resolve the 
complaint. The ombudsman shall reject any complaint that has been 
the subject of a previous proceeding, unless significant new facts are 
presented. The ombudsman will ordinarily refer to the director of 
equal opportunity all complaints concerning discrimination. The 
ombudsman, upon request, shall have total access to such university 
records, accounts, files, and other sources of information as may be 
pertinent to the complaint or respondent’s reply. 

3. The complaint shall be filed with the ombudsman as soon as possible 
after the occurrence of the action which is the subject of the 
complaint. The complaint shall: 

. Identify the complainant and the respondent; 

. State the action(s) complained of; 

. Specify the nature of the complaint; 

. Identify all efforts by the complainant to resolve the dispute; 

. Propose a desired remedy; 

Include such attachments, exhibits, and statements in support of 

the complaint as can reasonably be included. 

4. In cases involving dismissal or termination, the respondent is the 
president. In other cases the respondent will usually be the department 
in which the complainant is a member, unless the action complained of 
was taken despite a departmental recommendation favorable to the 
complainant, in which case the committee or individual responsible for 
the adverse action is the respondent. Where there has been no 
departmental recommendation, the ombudsman will designate the 
individual or committee who is the respondent. The complaint shall be 
brought by an individual and not on behalf of a class. 

5. The ombudsman has sixty days from the filing of a complaint within 
which to investigate the complaint and attempt conciliation. If 
conciliation fails, the ombudsman shall so notify the complainant and 
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also inform the complainant of his right to seek redress from the 
FHC. 

6. In attempting conciliation, the ombudsman shall confer and discuss the 
complaint with appropriate academic officers and submit to them, 
orally or in written form, any relevant facts and recommendations. 

7. In the event conciliation fails and the complainant seeks redress from 
the FHC, the ombudsman shall prepare and forward to the FHC a 
summary of relevant facts. The ombudsman shall append to this factual 
report a copy of the complaint and any other relevant documents. 

8. The ombudsman shall not disclose information of a private or 
confidential nature obtained in the course of these proceedings. Any 
such disclosure, except where required by law, shall be grounds for 
disciplinary action. 

B. The Faculty Hearing Committee 

1. The Hearing Panel. Upon receipt of a report from the ombudsman, the 
chairman of the FHC shall appoint five members of the FHC to a 
panel to conduct a hearing, to prepare a report, and to make 
recommendations. It is advisable that at least one member of the panel 
be trained in law. The chairman shall notify both parties of the names 
of the panel members. Either party may challenge a panel member on 
grounds of personal interest or bias. If the chairman agrees that a 
challenge is appropriate, he shall appoint another member of the FHC. 
The chairman shall designate one of the panel members to act as 
presiding officer. The chairman shall notify the complainant and the 
respondent of the membership of the panel and of the presiding 
officer. 

2. The Hearing 

a. The hearing shall be held as expeditiously as possible at a time 
and place mutually agreeable to the hearing panel, the 
complainant, and the respondent. In case of dispute, the presiding 
officer shall set the time and place. 

b. The hearing shall be conducted in private unless the complainant 
and respondent both agree otherwise. When the president is a 
party, he shall have the option of attending the hearing, and may 
also designate an appropriate representative, who may not be 
trained in law, to develop the case before the committee. Neither 
party may have an attorney present at the hearing to serve as an 
advisor. An advisor may not take an active part in the hearing; 
neither may the advisor be someone with a law degree. The 
presiding officer shali be responsible for maintaining decorum, 
assuring that the parties have a reasonable opportunity to present 
relevant oral and documentary evidence, determining the order of 
procedure, and making all procedural decisions. The hearing need 
not be conducted strictly in accordance with rules of evidence, 
but the presiding officer may exclude irrelevant evidence. 

c. During the hearing, each party shall have the right, within 
reasonable limits set by the hearing panel, to: 

i. Call, examine, and cross-examine witnesses; 

ii. Introduce exhibits; 

iii. Rebut any evidence. If the complainant has difficulty 
securing the attendance of witnesses to testify on his 
behalf, the university administration shall assist by 
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requesting such witnesses to appear. АП evidence, 
written and oral, shall be recorded by a means 
furnished by the university. 

d. The complainant shall have the right to be confronted at the 
hearing by all witnesses adverse to him, except as provided 
herein. Where unusual and urgent reasons move the hearing panel 
to permit the introduction of particular testimony taken outside 
of the hearing, the identity of the witness, as well as his 
statements, should be disclosed to the faculty member. Subject to 
these safeguards, statements may, when necessary, be taken 
outside of, and reported at, the hearing. 

e. In cases involving dismissal for misconduct or neglect of duty or 
in the case of termination of an appointment prior to its 
expiration date, the burden shall be upon the president or his 
representative to prove by a preponderance of the evidence the 
existence of misconduct or neglect of duty justifying dismissal or 
termination. In all other cases, the burden shall be on the 
complainant to prove by a preponderance of the evidence that 
the action complained of involved a violation of university policy. 

f. The hearing panel, upon request, shall have total access to such 
university records, accounts, files, and other sources of 
information as may be pertinent to the complaint or respondent’s 
reply. Where considerations of privacy or confidentiality are 
asserted, however, the FHC, after consultation with university 
counsel, shall first review the requested materials to assure that 
substantially equivalent information is not available by other 
means which do not involve considerations of privacy or of 
confidentiality. 

g. The hearing panel and the parties shall not disclose information 
of a private or confidential nature obtained in the course of 
these proceedings. Any such disclosure, except where required by 
law, shall be grounds for disciplinary action. 

3. Findings and Recommendations 

a. Except in demonstrated extraordinary circumstances, the hearing 
panel shall have ninety days from the time the panel is 
constituted in which to prepare a report of its findings and 
recommendations. The report shall be by majority vote and shall 
be based on the ombudsman’s report and any evidence presented 
at the hearing. The report shall include the panel’s findings of 
fact and its conclusions. 

b. The presiding officer shall send notice of the findings and 
recommendations of the hearing panel to the parties, the 
ombudsman, the chairman of the FHC, the chairman of the 
Academic Council, the equal opportunity officer, and the provost 
or the dean of the Medical School/executive vice-president as 
appropriate. If the provost or the dean of the Medical 
School/executive vice-president is the respondent, the report 
shall be sent directly to the president. 

c. If due process is found to have been violated in a decision not 
to renew a term appointment, to grant tenure, or to promote in 
rank, the hearing panel may request that the decision be 
reconsidered, along with recommended procedures. The provost or 
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dean of the Medical School/executive vice-president, as 
appropriate, may request that the FHC modify or amend its 
request for reconsideration or recommendation of procedures in 
instances where effectuation of the FHC decision would be 
imprudent, impractical, or unnecessarily repetitious. The FHC, 
however, is not bound to modify or amend its findings or 
recommendations. 

d. In all cases within its jurisdiction except those cases enumerated 
in subparagraph c immediately above, the FHC may recommend 
any remedy not inconsistent with university policy. 

4. Appeals 

a. Decisions of the FHC in cases involving disputed claims by a 
faculty member to the existence of tenure, academic freedom, 
dismissal for misconduct or neglect of duty, or termination of an 
appointment prior to its expiration date are subject to review 
only by the Executive Committee of the Board of Trustees 
pursuant to the request of the complainant or respondent. Any 
such request for review must be made in writing and within ten 
days after receipt of the FHC decision. If the Executive 
Committee wishes to consider taking action in the case, its 
review shall be based on the record of the hearing and the 
report of the ombudsman, accompanied by opportunity for 
argument, oral or written or both, by the principals at the 
hearing or their representatives. The Executive Committee may 
also consult with the hearing panel. The Executive Committee 
may accept, reject or modify the findings or recommendations of 
the FHC. 

b. Findings and recommendations of the FHC in cases involving 
allegations of violation of procedural due process in decisions not 
to renew a term appointment, to grant tenure, or to promote in 
rank shall be reviewed by the provost or dean of the Medical 
School/executive vice-president, as appropriate, who may within 
ten days after receipt of the FHC decision, reject any such 
finding or recommendation not confined to the jurisdiction of the 
FHC as defined by this policy. Findings and recommendations of 
the FHC on procedural due process cases within its jurisdiction 
are subject to review only by the Executive Committee of the 
Board of Trustees pursuant to the request of the complainant or 
respondent. Any such request for review must be made in writing 
and within ten days after receipt of the FHC decision. The 
Executive Committee may consider review under the terms and 
conditions defined in subparagraph a, immediately above. 

c. Decisions of the FHC in cases involving discrimination as defined 
in section Ш(А)(6) above shall be submitted to the provost or 
dean of the Medical School/executive vice-president, as 
appropriate, who shall decide within ten days after receipt of the 
FHC decision whether to accept, reject, or modify the findings or 
recommendations of the hearing panel. The decision of the 
provost or dean of the Medical School/executive vice-president 
may be appealed to the president by the respondent or 
complainant within ten days after receipt of the decision. The 
president shall make a decision within thirty days of the request 
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for review. The decision of the president may be reviewed by the 
Executive Committee of the Board of Trustees pursuant to the 
request of the complainant. Any such request for review must be 
made in writing and within ten days after receipt of the decision 
by the president. The Executive Committee may consider review 
under the terms and conditions defined in subparagraph a, 
immediately above. 
5. Records 
A file in the office of the ombudsman shall be maintained for retention of 
all records created pursuant to these procedures. Such records shall be kept for at 
least three years. 
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Appendix М 
UNIVERSITY COMMITTEES 


Listed here are various university, trustee, and faculty committees, with a 
general indication of their functions. More detailed information on particular 
committees is available from the university officer to whom they report or the 
relevant faculty body. A list of faculty representatives on the various committees is 
published annually by the Academic Council. 


Academic Computing Advisory Committee 

Reviews the instructional and research needs of the academic sector with respect 
to computing and advises the provost on the means by which the university may 
best meet these needs. Length of term: two years. 


Academic Council Executive Committee (ECAC) 

Six persons elected by the Academic Council from its membership, plus the 
council chairman and faculty secretary. Oversees council business; acts as committee 
on committees for the both the council and the university faculty, nominating in 
that role all faculty representatives to university functions; meets regularly with 
members of the administration and trustees. Length of term: two years. 


Academic Priorities Committee 
Advises the provost on all academic programs of Duke University. Length of 
term: three years. 


Administrative Oversight Committee 

Advises the president with respect to various nonacademic activities of the 
university with an objective of determining the quality of service, whether 
economies can be effected and similar matters. Length of term: three years. 


Advisory Committee on Appointment, Promotion, and Tenure 

Advises the provost with respect to all candidates nominated for tenured 
positions or promotions in Arts and Sciences, forestry, divinity, engineering, Fuqua 
School of Business, Ph.D. appointments in the Center for Health Policy, Research 
and Education, and the basic sciences. Length of term: three years. 


Advisory Committee to Study Retirement Investment Options 

Appointed by the executive vice-president for administration to monitor vendors 
of retirement plan options and advise on additions and deletions to vendor set and 
also changes in options offered by existing vendors. 


Advisory Committee for University Bookstore 

Provides advice to the directors of the University Bookstore and Gothic 
Bookshop on needs of the academic community. Appointed by the provost. Length of 
term not set. 


Animal Care Committee 


Appointed by dean of the Medical School/executive vice-president to review and 
approve all animal research conducted at Duke. 
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Athletic Council 

Advises the president on all aspects of athletic programs and policy. Includes 
representatives of the faculty, the student body, the alumni and the administration. 
Length of term: five years. 


Commencement Committee 


Sets policy and make plans for the commencement ceremony each year. Appointed 
by the president; length of term: one year. 


Committee on Black Faculty 

Reviews the status of black faculty on campus, recommends recruiting strategies 
and addresses issues of inequities. Appointed by the Executive Committee of the 
Academic Council; length of term: two years. 


Committee on Facilities and Environment 

Reviews all proposals which affect the environment and the aesthetics of 
facilities on the campus or areas contiguous to the campus and recommends course 
of action to the chief executive officers group. Recommendations dealing with the 
aesthetics of renovations and construction that go before the Buildings and Grounds 
Committee of the Board of Trustees are ordinarily reviewed by the committee. 
Cochaired by one faculty member and one administration member. Appointed by the 
president; length of term: two years. 


Committee on Faculty Emeriti 

Explores matters which the committee may judge appropriate in connection with 
faculty emeriti. Appointed by the Executive Committee of the Academic Council; 
length of term: three years. 


Committee on Sexual Harassment of Students 

Appointed by the provost to hear and investigate when necessary student allegations 
of sexual harassment by faculty or administrators and to publicize widely the 
university’s concern with the problem. Length of term: two years. 


Committee on Telecommunications and Networking Policy (CTNP) 

Appointed by the president and is charged with long range planning for voice, 
data, and video communications. The committee is chaired by the vice-provost for 
information systems and consists of representatives of all constituencies, academic 
instruction, research, departmental administration, and central administration. 


Committee on the University Scholar/Teacher-of-the- Year Award 

Consists of the chairman and two immediate past chairmen of the Academic 
Council. The deans of each school or college present a nominee for the 
consideration of the committee which in turn makes a recommendation to the 
provost. 


Committee on Women Faculty 
Reviews the status of faculty women, recommending appropriate action. Appointed 
by the Executive Committee of the Academic Council; length of term: three years. 


Editorial Advisory Committee for the Duke University Press 
Composed of leaders in the publications and university communities to advise the 
press on the selection of materials for publication. Appointed by the provost. 
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press on the selection of materials for publication. Appointed by the provost. 
Length of term: three years. 


Editorial Board for the South Atlantic Quarterly 

Composed of university faculty to select articles for publication of interest to a 
wide audience which reflect Duke’s strengths in literature and interdisciplinary 
studies. Appointed by the provost. Length of term: three years. 


Engineering Faculty Council 
Elected by the faculty of the School of Engineering and serves as a steering 
committee for the faculty. Length of term: two years. 


Executive Committee of the Graduate School 
Elected by the Graduate School faculty to govern programs and degrees. Length 
of term: two years. 


Faculty Elections Committee 
Supervises Academic Council elections. Appointed by the Executive Committee of 
the Academic Council; length of term: two years. 


Faculty Commons Committee 

Monitors and promotes the use of the Faculty Commons by the academic 
community. Appointed by the Executive Committee of the Academic Council; length 
of term: three years. 


Faculty Compensation Committee 

Monitors faculty compensation; studies issues relating to faculty salaries and 
benefits and advises the administration in this area. Appointed by the Executive 
Committee of the Academic Council; length of term: three years. 


Faculty Hearing Committee 
Elected annually by the Academic Council upon nomination by the Executive 
Committee of the Academic Council. Functions are defined in Appendix C. 


Faculty Scholars Committee 

Selects candidates to nominate to the Academic Council for faculty-endowed 
scholarship. Appointed by the Executive Committee of the Academic Council; length 
of term: three years. 


Founder’s Day Committee 
Appointed by the president to make arrangements for Convocation and Founder’s 
Day events. Length of term not set. 


Library Council 

Advises the provost and university librarian on matters relating to general 
policy, reviews library budget and expenditures, and serves as a communication link 
between the library and the faculty. Length of term: three years. 


Patent Committee 


The committee charge is outlined in Appendix Q. Appointed by the president; 
length of term: three years. 
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President’s Council оп Black Affairs 

Appointed and chaired by the president to canvass the needs, problems an 
opportunities of black students and faculty, with a view to facilitating constructive 
change in student and faculty recruitment and retention, race relations, cultural 
affairs on campus, financial aid, involvement of black alumni in university affairs 
and career opportunities for black students. Faculty, student, and administration 
members. Length of term: three years. 


Advisory Committee on Distinguished Professorships 

Appointed by the provost to solicit nominations and to advise the provost of 
those nominees which the committee considers qualified for a distinguished 
professorship. 


Research Policy Committee 

Advisory to the provost. Assesses policy for sponsored research in conformity 
with the university’s policy guidelines for industry sponsored research, (Appendix Q) 
and reviews related matters. Length of term: three years. 


Social Implications of Duke Investment Policies Committee 

Advises the president and trustees on social concerns related to Duke 
investments and instructs investments officers on proxy votes concerning such 
matters. Includes faculty, students, administrators, and trustees. Length of term: 
three years. 


Steering Committee for the University NMR Spectroscopy Center 

Appointed by the provost. Establishes operating policy, scheduling, and changes 
for the instrumentation in the university NMR facility and periodically reviews the 
overall activities of the center. Length of term: two years. 


Trustee Committee on Academic Affairs 

Includes faculty, students, administrators, and trustees; advises Board of Trustees 
on matters concerning the academic sector of the university. Elected annually by 
the board. 


Trustee/Faculty Committee on Honorary Degrees 
Screens nominations for honorary degrees and makes recommendations to the 
Academic Council and Board of Trustees. Length of term: three years. 


Trustee Committee on Buildings and Grounds 

Reviews and approves all construction, renovation, and other activity on campus 
which will affect the appearance of the campus, and oversees major decisions having 
to do with the physical plant. Elected annually by the board. 


Trustee Committee on Business and Finance 

Examines monthly operating statements for all components of the university, 
approves annual budgets for all components, and studies any question which may 
have financial implications. Elected annually by the board. 


Trustee Committee on Institutional Advancement 


Informs and advises the trustees of fund-raising activities projected or in 
progress. Elected annually by the board. 
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Trustee/Faculty Liaison Committee 

Comprised of the Executive Committee of the Board of Trustees and the 
Executive Committee of the Academic Council. Meets several times a year at the 
time of the Trustee Executive Committee meetings. 


Trustee Medical Center Affairs Committee 
Oversees hospital affairs. Elected annually by the board. 


Trustee Nomination Committee 

Puts forward nominations from the faculty for membership on the Board of 
Trustees. Appointed by the Executive Committee of the Academic Council; length of 
term: three years. 


Trustee Student Affairs Committee 

Informs and makes recommendations with respect to all student affairs at the 
university other than programs of research and instruction. Elected annually by the 
board. 


Trustee Screening Committee 

A committee of trustees and faculty appointed by the president to screen 
nominations for membership on the Board of Trustees and make recommendations to 
the full board. 


Undergraduate Faculty Council of Arts and Sciences Executive Committee (UFCAS) 

Members are elected by the Arts and Sciences faculty. The council meets 
monthly; numerous committees concerned with undergraduate life and curriculum are 
appointed by and report to its executive committee (see Appendix D). 


Union Board 
Sets policy for the Union. Appointed by the president; length of term: two years. 


University Committee on Radiological Safety 

Assesses applications for radioactivity and radiation machine user recognition 
outside the Medical Center, assists and supervises (together with the Medical Center 
committee) the radiation safety officer, and monitors matters of policy and 
compliance with university policy and state and federal regulations. Appointed by 
the provost; length of term: four years. 


University Committee on Undergraduate Admissions and Financial Aid 

Performs an ongoing review of admissions policy and reports regularly to the 
provost and on request to the president and the Board of Trustees. Seven faculty 
representatives nominated by the Executive Committee of the Academic Council 
includes five from the undergraduate faculty of Arts and Sciences, and two from the 
School of Engineering. The chairman of the Board of Trustees may appoint a trustee 
as an ex-officio member. Appointed by the provost; length of term: three years. 


University Judicial Board 

Has jurisdiction over cases arising out of the pickets and protest regulations (see 
Appendix V) and cases involving more than one of the communities, as determined 
by the vice-president for student affairs in consultation with the president and the 
chairman of the University Judicial Board. Meets on call. Appointed by the 
president; length of term: two years. 
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University Research Council 
Appointed by the provost to provide Duke faculty with support for short-term 
research projects, summer research fellowships, and the means to travel for 


participation in meetings of recognized scholarly societies (see Chapter 5). Length 
of term: three years. 


University Review Committee on the Use of Human Subjects in Nonmedical Research 
Advises the vice-provost for research and development on all research involving 


human subjects to assure the welfare of research subjects; see Appendix P. Length 
of term: three years. 


University Schedule Committee 

Recommends the academic calendar to the president and advises the provost on 
other scheduling matters. Includes representatives of each of the undergraduate 
deans, the Graduate School, and two students nominated by ASDU. Appointed by the 
provost. Length of term: three years. 
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Appendix О 
CONFLICT ОЕ INTEREST 
General Policy Statement 
Preventing Conflicts of Interest 


in Government Sponsored Research at Universities 


General Policy Statement 


. University faculty or staff members, within existing policies concerning outside 


duties and interests which do not interfere with university responsibilities, may 
have outside business interests. These enterprises may have occasion to sell 
goods or services to the university, thus creating a conflict-of-interest situation. 


. The university requires prior information concerning any potential conflict of 


interest which may arise. A member of the faculty or staff must inform the 
university in the event of any proposed contractual arrangements between the 
university and any business association in which he or a member of the family is 
associated, with the exception of publicly held corporations in which stock 
interest does not exceed ten percent of the issued stock. Compliance with this 
rule would be effected by a letter from the staff member to the senior vice- 
president, administration indicating the extent of his interest and the proposed 
contractual relationship. 


. The faculty or staff member must not participate in the decision of whether the 


university should contract with the business association in which he or a member 
of his family has an interest. Failure to disclose ownership interests or engaging 
in improper dealings shall be grounds for disciplinary action. 


. Any contractual arrangement between the university and a faculty or staff 


member in which a conflict of interest, as defined above, exists shall be 
reviewed by the Conflict of Interest Committee. No contract may be 
consummated without the prior written approval of this committee which is 
charged to determine that any such contract is in the best interest of the 
university. 


. The committee shall be composed of three members, with three alternates. One 


member and one alternate shall be named by the senior vice-president, 
administration. Two members and two alternates shall be named by the Executive 
Committee of the Academic Council; of these, one member and one alternate 
shall be chosen from the faculty of the Medical School, and one member and one 
alternate from the faculty outside the Medical Center. Each faculty member and 
his alternate shall be drawn from different departments. 


. In a review involving a departmental colleague, a member shall withdraw, 


substituting his alternate. 
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Preventing Conflicts of Interest 
in Government Sponsored Research at Universities 


The increasingly necessary and complex relationships among universities, 
government, and industry call for more intensive attention to standards of procedure 
and conduct in government-sponsored research. The clarification and application of 
such standards must be designed to serve the purposes and needs of the projects 
and the public interest involved in them and to protect the integrity of the 
cooperating institutions as agencies of higher education. 

The government and institutions of higher education, as the contracting parties, 
have an obligation to see that adequate standards and procedures are developed and 
applied; to inform one another of their respective requirements; and to ensure that 
all individuals participating on their respective behalfs are informed of and apply 
the standards and procedures that are developed. 

Consulting relationships between university staff members and industry serve the 
interests of research and education in the university. Likewise, the transfer of 
technical knowledge and skill from the university to industry contributes to 
technological advance. Such relationships are desirable, but certain potential hazards 
should be recognized. 


I. Conflict Situations 

А. Favoring of Outside Interests. When а university staff member 
(administrator, faculty member, professional staff member, or employee) 
undertaking or engaging in government-sponsored work has a significant 
financial interest in, or a consulting arrangement with, a private business 
concern, it is important to avoid actual or apparent conflicts of interest 
between his government-sponsored university research obligations and his 
outside interests and other obligations. Situations in which conflicts of 
interest may arise are: 

1. The undertaking or orientation of the staff member’s university 
research to serve the research or other needs of the private firm 
without disclosure of such undertaking or orientation to the university 
and to the sponsoring agency; 

2. The purchase of major equipment, instruments, materials, or other 
items for university research from the private firm in which the staff 
member has an interest without the disclosure of such interest; 

3. The transmission to the private firm, or other use for personal gain, 
of government-sponsored work products, results, materials, records, or 
information that are not made generally available. (This would not 
necessarily preclude appropriate licensing arrangements for inventions 
or consulting on the basis of government-sponsored research results 
where there is significant additional work by the staff member 
independent of his government-sponsored research); 

4. The use for personal gain or other unauthorized use of privileged 
information acquired in connection with the staff member’s 
government-sponsored activities. (The term privileged information 
includes, but is not limited to, medical, personnel, or security records 
of individuals; anticipated material requirements or price actions; 
possible new sites for government operations; and knowledge of 
forthcoming programs or of selection of contractors or subcontractors 
in advance of official announcements); 

5. The negotiation or influence upon the negotiation of contracts relating 
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to the staff member’s government-sponsored research between the 
university and private organizations with which the staff member has 
consulting or other significant relationships; 

6. The acceptance of gratuities or special favors from private 
organizations with which the university does or may conduct business 
in connection with a government-sponsored research project, or 
extension of gratuities or special favors to employees of the 
sponsoring government agency, under circumstances which might 
reasonably be interpreted as an attempt to influence the recipients in 
the conduct of their duties. 

B. Distribution of Effort. There are competing demands on the energies of a 
faculty member (for example, research, teaching, committee work, outside 
consulting). The way in which he divides his effort among these various 
functions does not raise ethical questions unless the government agency 
supporting the research is misled in its understanding of the amount of 
intellectual effort he is actually devoting to the research in question. A 
system of precise time accounting is incompatible with the inherent 
character of the work of a faculty member, since the various functions he 
performs are closely interrelated and do not conform to any meaningful 
division of a standard work week. On the other hand, if the research 
agreement contemplates that a staff member will devote a certain portion of 
his effort to the government-sponsored research, or agrees to assume 
responsibility in relation to such research, a demonstrable relationship 
between the indicated effort or responsibility and the actual extent of his 
involvement is to be expected. Each university, therefore, should, through 
joint consultation of administration and faculty, develop procedures to 
ensure that proposals are responsibly made and complied with. 

C. Consulting for Government Agencies or Their Contractors. When the staff 
member engaged in government-sponsored research also serves as a 
consultant to a federal agency, his conduct is subject to the provisions of 
the Conflict of Interest Statutes (18 U.S.C. 202-209 as amended) and the 
president’s memorandum of May 2, 1963, Preventing Conflicts of Interest on 
the Part of Special Government Employees. When he consults for one or 
more government contractors, or prospective contractors, in the same 
technical field as his research project, care must be taken to avoid giving 
advice that may be of questionable objectivity because of its possible 
bearing on his other interests. In undertaking and performing consulting 
services, he should make full disclosure of such interests to the university 
and to the contractor insofar as they may appear to relate to the work at 
the university or for the contractor. Conflict of interest problems could 
arise, for example, іп a university staff member’s participation in ап 
evaluation for the government agency or its contractor of some technical 
aspect of the work of another organization with which he has a consulting 
or employment relationship or a significant financial interest, or in an 
evaluation of a competitor to such other organization. 


II. University Responsibility 
Each university participating in government-sponsored research should make 
known to the sponsoring government agencies: 
A. The steps it is taking to ensure an understanding on the part of the 
university administration and staff members of the possible conflicts of 
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interest ог other problems that may develop іп the foregoing types of 
|) situations, and 
B. The organizational and administrative actions it has taken or is taking to 
avoid such problems, including: 

1. Accounting procedures to be used to assure that government funds 
are expended for the purposes for which they have been provided, and 
that all services which are required in return for these funds are 
supplied; 

2. Procedures that enable it to be aware of the outside professional work 
of staff members participating in government-sponsored research, if 
such outside work relates in any way to the government-sponsored 
research; 

3. The formulation of standards to guide the individual university staff 
members in governing their conduct in relation to outside interests 
that raise questions of conflicts of interest; and 

4. The provision within the university of an informed source of advice 
and guidance to its staff members for advance consultation on 
questions they wish to raise concerning the problems that may or do 
develop as a result of their outside financial or consulting interests as 
they relate to their participation in government-sponsored university 
research. The university may wish to discuss such problems with the 
contracting officer or other appropriate government official in those 
cases that appear to raise questions regarding conflicts of interest. 

The above process of disclosure and consultation is the obligation assumed by the 
university when it accepts government funds for research. The process must, of 
course, be carried out in a manner that does not infringe on the legitimate 

у freedoms and flexibility of action of the university and its staff members that have 
traditionally characterized a university. It is desirable that standards and procedures 
of the kind discussed here be formulated and administered by members of the 
university community themselves, through their joint initiative and responsibility, for 
it is they who are the best judges of the conditions which can most effectively 
stimulate the search for knowledge and preserve the requirements of academic 
freedom. Experience indicates that such standards and procedures should be 
developed and specified by joint administrative-faculty action. 
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PRINCIPLES AND PROCEDURES GOVERNING 
RESEARCH WITH HUMAN SUBJECTS 


Assurance of Compliance with HHS Regulations 
for Protection of Human Research Subjects 
University Principles and Procedures 
Regarding Research on Human Subjects (Non-Medical Center) 


The following statements of principles and procedures govern human subject 
research for all departments and programs outside the Medical Center. Two 
documents are included. The first complies fully with regulations of the Department 
of Health and Human Services and governs research funded by DHHS and other 
federal agencies that comply with the DHHS regulations. The second document, 
"Duke University Principles and Procedures Regarding Research on Human Subjects 
(Non-Medical Center)," governs all other human subjects research conducted at 
Duke. 


Assurance of Compliance with HHS Regulations 
for Protection of Human Research Subjects 


Duke University, with the concurrence of the representative body of its faculty, 
hereby assures that it will comply with the Department of Health and Human 
Services regulations for the protection of human subjects (45 CFR 46, as amended 
by final regulations published January 23, 1981) to the extent of their applicability, 
as specified below. 


I. Statement of Principles 
A. АП research conducted at or sponsored by Duke University, regardless of 
source of funding, shall be guided by the following principles adopted by 
the representative body of its faculty: 

1. Duke University is committed to academic freedom. Research will 
neither be forbidden nor discouraged because it explores topics that 
are innovative, unorthodox, sensitive, unusual or otherwise 
extraordinary. The university protects the right of the faculty to 
conduct research in the pursuit of knowledge, whenever that search 
has been reviewed and approved by the review board (IRB). 

2. In the conduct of research, care must be taken not to cause or 
contribute harm to persons being studied. Research procedures should 
minimize the risk of harm and respect the privacy of subjects 
whenever possible. The researcher shall not withhold from the subjects 
information they request about any aspect of the research likely to be 
significant to the subject, or induce subjects to participate by means 


1Соріев of the assurance and policies of the Medical Center Institutional 
Review Board are not included here. Copies are available from the Office of Grants 
and Contracts. 
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that might affect the subject’s ability to decide freely about his 
participation. Researchers who promise confidentiality are responsible 
for maintaining it and for informing subjects of limits on their 
capacity to meet that responsibility. Researchers shall explain to 
subjects, prior to their participation, the purposes of the research. 
Special care is called for when the subjects of the research are 
especially vulnerable to harm because they cannot understand the risks 
or because they are not in a position to freely refuse their 
participation in the research. 
B. In addition, the requirements set forth in Title 45, Part 46 of the Code of 
Federal Regulations (45 CFR 46) will be met for all applicable HHS-funded 
research. 


II. Institutional Review Board and Other Areas Having Designated Responsibilities 

A. Institutional Commitment 

1. Duke University has established and will maintain a committee on the 
Use of Human Subjects in Non-Medical Research to function as an 
institutional review board to review all applicable HHS-funded research 
and as an appropriate mechanism for insuring that protections are 
provided for human subjects participating in research not funded by 
HHS. 

2. Duke University has provided and will continue to provide meeting 
space for the committee and sufficient staff to support its review and 
record keeping duties. 

B. Composition 

1. The committee’s membership is and will be such as to satisfy the 
requirements of HHS for IRBs. 

2. IRB membership requirements: 

a. The IRB is comprised of members from diverse backgrounds to 
promote complete and adequate review of research activities 
covered by this assurance, and has the professional competence 
necessary to review the specific research activities which will be 
assigned to it. 

b. The IRB is sufficiently qualified through the experience and 
expertise of its members, and the diversity of the members’ 
backgrounds including consideration of the racial and cultural 
backgrounds of members and sensitivity to such issues as 
community attitudes, to promote respect for its advice and 
counsel in safeguarding the rights and welfare of human subjects. 

c. When research is reviewed involving a category of vulnerable 
subjects (e.g., prisoners, children, individuals institutionalized as 
mentally disabled), each IRB shall include in its reviewing body 
one or more individuals who have as a primary concern the 
welfare of these subjects. 

d. The IRB includes both male and female members. 

The IRB includes members representing a variety of professions. 
The IRB includes at least one member whose primary expertise is 
in a nonscientific area. 

g. The IRB includes at least one member who is not otherwise 
affiliated with the institution and who is not a part of the 
immediate family of a person affiliated with the institution. 

3. IRB membership lists and qualifications 


mo 
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а. Тһе names and qualifications of the members of each IRB аге 

enclosed in accordance with 45 CFR 46.103(b)(3). 
C. IRB Authorities and Responsibilities 
1. IRB review and approval of research 

a. The IRB shall have the responsibility to review and the authority 
to approve, require modification in or disapprove all activities or 
proposed changes in previously approved activities covered by 
this assurance. 

b. The IRB shall approve research based on the IRBs determinations 
that the following requirements are satisfied: 


(1) 


(2) 


(3) 


(4) 


(5) 


(6) 


(7) 


Risks to subjects are minimized: 

(a) by using procedures which are consistent with sound 
research design and which do not unnecessarily expose 
subjects to risk, and 

(b) whenever appropriate by using procedures already being 
performed on the subjects for diagnostic or treatment 
purposes. 

Risks to subjects are reasonable in relation to anticipated 
benefits, if any, to subjects, and the importance of 
knowledge that may reasonably be expected to result. In 
evaluating risks and benefits the IRB shall consider only 
those risks and benefits, that may result from the research 
(as distinguished from risks and benefits of therapies 
subjects would receive even if not participating in the 
research). The IRB shall not consider long-range effects of 
applying knowledge gained in the research as among those 
research risks that fall within the purview of its 
responsibility. 

Selection of subjects is equitable. In making this assessment 

the IRB shall take into account the purposes of the 

research, the setting in which the research will be 
conducted, and the population from which subjects will be 
recruited. 

Informed consent will be sought from each prospective 

subject or the subject’s legally authorized representative, in 

accordance with, and to the extent required by 45 CFR 

46.116. 

Informed consent will be appropriately documented, in 

accordance with, and to the extent required by 45 CFR 

46.117. 

Where appropriate, the research plan makes adequate 

provision for monitoring the data collected to ensure the 

safety of subjects. 

Where appropriate, there are adequate provisions to protect 

the privacy of subjects and to maintain the confidentiality 

of data. 


2. Research requiring committee review 
a. All research funded by HHS and not specifically exempted by 45 
CFR 46 shall be reviewed and approved by the committee in 
advance of any involvement of human subjects in the research. 
Certification of the committee’s review and approval of such 
research shall be submitted to HHS within the time limits 
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specified іп the regulations. Тһе committee’s review ОҒ such 
research on a continuing basis will be conducted at appropriate 
intervals but not less than once a year. 

b. Research not described in "a" above shall be reviewed by the 
committee in accordance with the attached document entitled 
"Duke University Principles and Procedures Regarding Research 
on Human Subjects (Non-Medical Center)," as amended from time 
to time. 

3. Procedures for proposals requiring review 

a. Regularly scheduled monthly meetings of the committee are held 
from September through June. Ad hoc meetings are held at the 
discretion of the chairman in accord with requirements of 45 CFR 
46. 

b. A quorum consists of a simple majority of the committee’s 
membership, including at least one member whose primary 
concerns are in nonscientific areas. Actions requiring a vote are 
taken at convened meetings. Decisions are made by a majority of 
those present. 

c. Projects to be reviewed are submitted to the secretary, on the 
application form prescribed by the committee, at least six days 
before the meeting at which they are to be reviewed. An agenda 
is assembled and distributed, well in advance, to all members. The 
committee’s actions are communicated in writing to the principal 
investigator. Copies are retained in the committee’s files, 
together with the record of the meeting and the application 
submitted. Ordinarily, the task of maintaining necessary liaison 
with the project staff is assigned to the secretary (an 
administrative officer who devotes part-time to the committee’s 
work). 

d. At the time of initial review, the committee considers and 
determines whether further review is required at intervals more 
frequent than yearly. It determines also whether the nature of 
the project requires that someone other than the investigator 
verify that any changes in the procedures recommended by the 
committee have indeed been made. These decisions are reported 
to the investigator in the communication referred to in the 
preceding paragraph. Each of those communications also contains 
instructions to the investigator requiring him promptly to report, 
and await committee approval of, proposed procedural changes. 
Similarly, investigators are instructed to report promptly to the 
committee’s chairman and/or secretary the occurrence of 
unanticipated problems involving risks to subjects or others. It is 
the chairman’s responsibility to ensure that such reports are 
promptly communicated to the secretary of HHS when the work is 
funded by that agency, and to the full committee in all cases. 

e. The membership and functioning of the committee are reviewed 
annually by the Office of the Provost and by the Executive 
Committee of the Academic Council. Members are appointed, or 
reappointed, each year by the provost acting upon the 
recommendation of the Academic Council. The ordinary term of 
service is three years. Logistical support is provided by the 
secretary’s administrative office, the Office of Research Support. 
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4. Frequency of review. 

a. The IRB shall determine, in its review of research protocols, 

which projects will require IRB review more often than annually. 
5. Continuing review. 

a. The IRB shall conduct continuing review of research at intervals 

appropriate to the degree of risk, but not less than once a year. 
6. Verification of change. 

a. The IRB shall determine which projects need verification from 
sources other than the research investigators that no material 
changes have occurred since previous IRB review. 

7. Authority to suspend or terminate approval of research. 

a. The IRB shall have authority to suspend or terminate approval of 
research that is not being conducted in accordance with the 
IRB’s decisions, conditions and requirements or that has been 
associated with unexpected serious harm to subjects. 

8. Information dissemination and reporting requirements 

a. The IRB shall have the authority and be responsible for promptly 
reporting information to the ORS, the OPRR, or both on a 
variety of issues. In conjunction with this requirement the IRB 
must be prepared to receive and act on information received from 
a variety of sources, such as human subjects, research 
investigators, the ORS, or other institutional staff. For reporting 
purposes, the IRB will follow the procedures described below: 

(1) Any serious or continuing noncompliance by research 
investigators with the requirements of the IRB. This 
information shall be reported promptly to the ORS and the 
OPRR. 

(2) Injuries to human subjects. Information received by the IRB 
concerning injuries to subjects shall be reported promptly to 
the ORS. (The ORS is responsible for reporting to the 
OPRR.) 

(3) Unanticipated problems. Information received by the IRB 
concerning unanticipated problems involving risks to subjects 
or others shall be reported promptly to the ORS. (The ORS 
is responsible for reporting to the OPRR.) 

(4) Suspension or termination of IRB approval. The IRB 
suspending or terminating approval of research protocols 
shall include a statement of the reasons for the IRB’s action 
and shall report the action promptly to the research 
investigator, the ORS and the OPRR. 

9. IRB records 

a. The IRB shall prepare and maintain adequate documentation of 
IRB activities, including the following: 

(1) Copies of all research proposals reviewed, scientific 
evaluations, if any, that accompany the proposals, approved 
sample consent documents, progress reports submitted by 
research investigators, and reports of injuries to subjects. 

(2) Minutes of IRB meetings which shall be in sufficient detail 
to show the names of attendees at the meetings; actions 
taken by the IRB; the vote on these actions including the 
number of members voting for, against, and abstaining; the 
basis for requiring changes in or disapproving research; a 
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written summary of the discussion of controverted issues 
and their resolution; and dissenting report and opinions. If a 
member in attendance has a conflicting interest regarding 
any project, minutes shall show that this member did not 
participate in the review, except to provide information 
requested by the IRB. 

(3) Records of continuing review activities. 

(4) Copies of all correspondence between the IRB and the 
research investigators. 

(5) A list of IRB members as required by 45 CFR 46.103(b)(3). 

(6) Written procedures for the IRB as required by 45 CFR 
46.103(b)(4). 

(7) Statements of significant new findings provided to subjects, 
as required by 45 CFR 46.116(b)(5). 

The IRB shall provide for the maintenance of records relating to 

a specific research activity for at least three years after 

termination of the last IRB approval period for the activity. 

IRB records shall be accessible for inspection and copying by 

authorized representatives of HHS at reasonable times and in a 

reasonable manner, or shall be copied and forwarded to HHS 

when requested by authorized HHS representatives. 


10. Expedited review. 


a. 


The eligibility of some research for review through the expedited 
procedure is in no way intended to negate or modify the policies 
of this institution or the other requirements of 45 CFR 46. 


. The IRB may use the expedited review procedure to review minor 


changes in previously approved research during the period for 
which approval is authorized. 

The only research for which the IRB may use an expedited 
review procedure is that which involves no more than minimal 
risk to the subjects and in which the only involvement of human 
subjects will be in one or more of the categories indicated in 45 
CFR 46.110 and as designated by the secretary. 

Expedited review shall be conducted by the IRB chairman or by 
one or more of the experienced IRB members designated by the 
chairman to conduct the review. 


. The IRB member(s) conducting the expedited review may exercise 


all of the authorities of the IRB except that the reviewer(s) may 
not disapprove the research. The reviewer(s) shall refer any 
research protocol which the reviewer(s) would have disapproved 
to the full committee for review. The reviewer(s) may also refer 
other research protocols to the full committee whenever the 
reviewer(s) believes that full committee review is warranted. 
When the expedited review procedure is used, the IRB chairman 
or member(s) conducting the review shall inform IRB members of 
research protocols which have been approved under the 
procedure. 

At a convened IRB meeting, any member may request that an 
activity which has been approved under the expedited procedure 
be reviewed by the IRB in accordance with nonexpedited 
procedures. A vote of the members shall be taken concerning the 
requests and the majority shall decide the issue. 
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11. ЕШ committee review. 


a. 


b. 


Research protocols scheduled for review shall be distributed to all 
members of the IRB prior to the meeting. 

When it is determined that consultants or experts will be 
required to advise the IRB in its review of a protocol, the 
research protocol shall also be distributed to the consultants or 
experts prior to the meeting. 

All IRB initial reviews and continuing review shall be conducted 
at convened meetings and at timely intervals. 

A majority of the membership of the IRB constitutes a quorum 
and is required in order to convene a meeting for the review of 
research protocols. 

An IRB member whose concerns are primarily in nonscientific 
areas must be present at the convened meeting before the IRB 
can conduct its review of research. 

For a research protocol to be approved it must receive the 
approval of a majority of those members present at the convened 
meeting. 

No IRB may have a member participating in the IRBs initial or 
continuing review of any project in which the member has a 
conflicting interest, except to provide information requested by 
the IRB. 

In cases where research activities were initially approved under 
expedited procedures and subsequently reviewed by nonexpedited 
procedures, the decisions reached at the convened meeting shall 
supercede any decisions made through the expedited review. 


12. IRB notification to research investigators and the ORA of decision(s). 


a. 


b. 


The IRB shall notify the research investigators and the ORA in 
writing of the IRB’s decisions, conditions, and requirements. 
The IRB shall also provide to the research investigator reasons 
for the IRB’s decision to disapprove a research protocol and an 
opportunity for the research investigator to respond. Reasons for 
disapproval shall also be transmitted to the ORA by the IRB. 
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Duke University Principles and Procedures 
Regarding Research on Human Subjects 
(Non-Medical Center) 


Non-HHS Supported Activities 

These principles and procedures are adopted by the Academic Council (the 
academic senate of Duke University) to define the conditions under which research 
on human subjects is to be reviewed by a Human Subjects Research Committee 
(HSRC) in order to prevent unreasonable risk of harm to such subjects. They apply 
as a minimum set of standards to govern all human subjects research conducted by 
Duke University researchers outside the Medical Center. Additional restrictions 
and/or procedures may be agreed to by researchers who must do so to meet the 
requirements of particular funding sources, both government and private, provided 
that the restrictions do not violate existing Duke University policy. Additional 
restrictions and/or procedures may also be adopted by certain faculty groups with 
special concern regarding the protection of subjects in research. These principles 
and procedures were submitted to HHS with our assurance of compliance with the 
provisions of 45 CFR 46 and were approved by HHS in August, 1984. 


Principles 

A. Duke University is committed to academic freedom. Research will neither be 
forbidden nor discouraged because it explores topics that are innovative, 
unorthodox, sensitive, unusual, or otherwise extraordinary. The university 
takes responsibility for protecting the right of the faculty to conduct 
research in the pursuit of knowledge, wherever that search may lead. 

B. In the conduct of research, care must be taken not to cause or contribute 
harm to persons being studied. Research procedures should minimize the risk 
of harm and respect the privacy of subjects whenever possible. The 
researcher shall not withhold from the subjects information they request 
about any aspect of the research likely to be significant to the subject, or 
induce subjects to participate by means that might affect the subject’s 
ability to decide freely about his participation. Researchers who promise 
confidentiality are responsible for maintaining it and for informing subjects 
of limits on their capacity to meet that responsibility. Researchers shall 
explain to subjects, prior to their participation, the purposes of the 
research. Special care is called for when the subjects of the research are 
especially vulnerable to harm because they cannot understand the risks or 
because they are not in a position to freely refuse their participation in 
the research. 

C. When the above principles conflict, their resolution will be achieved through 
the following procedures. 


Procedures 
A. The Duke University Human Subjects Research Committee (HSRC) will 
consist of eleven members, eight of whom are members of the faculty 
appointed by the Executive Committee of the Academic Council. Three other 
members will be appointed by the provost including two nonfaculty members 
and an executive secretary. 
B. Research plans proposing to use one or more of the following procedures 
will be submitted to the full committee for review: 
1. Procedures which expose the subject to more than minimal risk. 
2. Procedures which would take from the subject money or other 


Faculty Handbook / 12-87 Appendix P/ 8 


С. 


Н. 


resources. 

3. Procedures which expose the subject to more than minimal risk of any 
mental stress. 

4. Procedures using subjects who are not able adequately to judge the 
risk of harm inherent in the research, such as children and mental 
incompetents. y 

5. Procedures using subjects who, because they are in a relationship of 
dependence on the researcher, are at risk of coercion for participation 
or to stop participating. Such subjects include all prisoners and 
medical patients, for example, and students and employees of Duke 
University. 

For any research subject to review under В1-5 above, the researcher shall 
not use an individual as the subject unless satisfied that the subject, or 
others legally responsible for а subject’s well being, consent to participation 
freely and with an understanding of the consequences. The committee may 
waive these requirements when persuaded the research cannot otherwise be 
done, that its potential value outweighs the indignity to the subject, and 
that the subject risks no other harm from participating. 


. The following categories of research are exempted from these regulations, 


as they are judged not to pose more than minimal risk to subjects studied 
as in 45 CFR 46.101(b). 

1. Research using surveys or interview, where the subjects are competent 
adults and not in a relationship of dependence to the researcher, and 
where the researcher identifies himself and states that he is 
conducting a research survey or interview. 

2. Research using observation (including observation by participants) and 
recording of public behavior in places where there is no recognized 
expectation of privacy. 

3. Research employing the collection or study of existing data generally 
available to Duke University researchers including library and archival 
resources. 

4. Research using existing survey data on adults or minors in which 
respondents cannot be identified. 


. It is the researcher’s responsibility to determine if his research is exempt 


from review. Researchers who claim exemption are not required to file any 
notice of such. Investigators should be aware of a potential conflict of 
interest when they make judgments about the risk and intrusiveness of 
research projects which they themselves intend to carry out. Consultation 
about the desirability of committee review with a member of the committee 
or its executive secretary may be appropriate in some cases. 


. The committee will review submitted research plans and approve, disapprove, 


or state conditions for the conduct of the research, applying the principles 
and procedures specified in this resolution. Other criteria, such as the 
scientific or social value of the research or the adequacy of research 
methods to research goals, are applied elsewhere in the university and are 
not appropriate to the charge of this committee. 


. It is the responsibility of faculty members to supervise student research іп 


their courses and departments. The appropriate faculty member will review 
student research in the area of his responsibility and refer proposals to the 
committee in accordance with the above criteria. 

The appropriate department chairman or dean will be responsible for 
referring to the committee cases in which there is disagreement or 


Faculty Handbook / 12-87 Appendix P/ 9 


ІШ 


uncertainty concerning whether ог not а research project requires 
committee review. If agreement cannot otherwise be attained, the provost 
will decide. 

I. Rulings by the committee may be appealed to the Executive Committee of 
the Academic Council, which will determine whether or not to return a case 
to the committee for a determinative vote. 

J. These principles and procedures may be amended by vote of the Academic 
Council. 


Procedures for Proposals Requiring Review 

A. Regularly scheduled monthly meetings for the HSRC are held from 
September through June. Ad hoc meetings are held at the discretion of the 
chairman. 

B. A quorum consists of a simple majority of the committee’s membership, 
including at least one member whose primary concerns are in nonscientific 
areas. Actions requiring a vote are taken at convened meetings. Decisions 
are made by a majority of those present. 

C. Projects to be reviewed are submitted to the secretary, on the application 
form prescribed by the committee, at least six days before the meeting at 
which they are to be reviewed. An agenda is assembled and distributed, well 
in advance, to all members. The committee’s actions are communicated in 
writing to the principal investigator. Copies are retained in the committee’s 
files, together with the record of the meeting and the application 
submitted. Ordinarily, the task of maintaining necessary liaison with the 
project staff is assigned to the secretary (an administrative officer who 
devotes part-time to the committee’s work). 

At the time of initial review, the committee considers and determines whether 
further review is required at intervals more frequent than yearly. It determines also 
whether the nature of the project requires that someone other than the investigator 
verify that any changes in the procedures recommended by the committee have 
indeed been made. These decisions are reported to the investigator requiring him 
promptly to report, and await committee approval of, proposed procedural changes. 
Similarly, investigators are instructed to report promptly to the committee’s 
chairman and/or secretary the occurrence of unanticipated problems involving risks 
to subjects or others. It is the chairman’s responsibility to ensure that such reports 
are promptly communicated to the Secretary of the Department of Health and 
Human Services, when the work falls under the jurisdiction of HHS, and to the full 
committee in all cases. 

D. The membership and functioning of the committee are reviewed annually by 
the Executive Committee of the Academic Council. Members are appointed, 
or reappointed, each year by the provost acting upon the recommendation 
of the Academic Council; the ordinary term of service is three years; 
logistical support is provided by the secretary’s administrative office, the 
Office of Research Support. 

E. In developing its Statement of Policies and Procedures Governing the Use 
of Human Subjects in Non-Medical Research, the university has considered 
the ethical codes of all the principal scholarly associations and a variety of 
other relevant sources of information. The principles that govern the 
university in discharging its responsibilities for protecting the rights and 
welfare of human subjects of research are contained in this statement. 
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Appendix О 
POLICIES RELATED TO RESEARCH 


Policy on Inventions, Patents, and Technology Transfer! 
University--Industry Guidelines 
Progress of a Proposal--Campus 
Progress of a Proposal--Medical Center 


I. Preamble and Objectives 

Duke University is dedicated to teaching, research, and the expansion of 
knowledge. Although the university does not undertake research or developmental 
work principally for the purpose of developing patents and commercial applications, 
patentable inventions sometimes result from the research activities carried out 
wholly or in part with university funds and facilities. It is the policy of the 
university to assure the utilization of such inventions for the common good and, 
where necessary, to pursue patents and licenses to encourage their development and 
marketing. 

Duke University has established the following policies and procedures with 
respect to inventions, patents, and technology transfer in order to: 

A. Promote the university’s academic policy of encouraging scientific research 
and scholarship; 

B. Serve the public interest by providing an organizational structure and 
procedures through which inventions which arise in the course of university 
research may be made readily available to the public through established 
channels of commerce; 

C. Encourage, assist, and provide tangible reward to members of the university 
community who make inventions processed under this policy; 

D. Establish principles and uniform procedures for determining the rights and 
obligations of the university, inventors, and sponsors, with respect to 
inventions arising during the inventor’s and sponsor’s association with the 
university; 

E. Enable the university to enter into institutional agreements with federal 
research funding agencies; 

F. Produce funds for further scientific investigation and research and for the 
overall needs of the university. 


II. Administrative Responsibility 
A. The president of the university shall be responsible for administrative 
matters relating to inventions, patents, and technology transfer and shall 
represent the university in all matters of policy affecting the university’s 
relations with inventors, government, private research sponsors, industry, 
and the public. The president may designate the chancellor or another 


1The original patent policy was passed June 8, 1979 and went into effect 
October 1, 1979. It was amended by the Board of Trustees on November 7, 1980 and 
July 16, 1982. 
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administrative officer to carry out these responsibilities in whole or in part. 

B. Patent Administrator. The president of the university shall appoint a patent 
administrator, who may be a full- or part-time employee of the university 
or a recognized patent management organization. The patent administrator 
shall: 

1. Establish liaison with appropriate faculties to monitor research and to 
assist in the identification of potentially patentable discoveries and in 
the reporting of such discoveries; 

2. Establish liaison with federal and private sponsors of research and 
ensure compliance with any provisions in sponsored research 
agreements regarding inventions; 

3. Receive all disclosures of invention submitted under this policy; 

4. Determine the ownership of and equities involved in inventions, in 
accordance with Section V below; 

5. Determine whether an invention in which the university has an equity 
is patentable; 

6. In consultation with the inventor, evaluate potential commercial use 
and investigate possible courses of action for patenting and/or 
marketing inventions in which the university has an equity; 

. Negotiate patent licensing and technology transfer agreements; 

8. Maintain complete records on all disclosures and other patent matters 
of interest to the Duke administration; 

9. Serve as an ex-officio member of the Patent Committee in the 
capacity of secretary, and prepare an annual report to the committee; 

10. Promote the cross-fertilization of ideas within the Duke scientific 

community consistent with the need for confidentiality of potentially 
patentable subject matter until patent applications have been filed. 

C. Patent Committee. The president of the university shall appoint a Patent 
Committee consisting of five members. Three committee members shall be 
selected from the faculty and two from the administration. One faculty 
member shall be selected from the School of Medicine and one from the 
School of Engineering. The chairman shall be designated by the president of 
the university. The committee shall: 

1. Receive and review the annual report of the patent administrator, and 
consult with the patent administrator when requested; 

2. Report to the president on the implementation of this policy, and 
recommend such new or different policies or guidelines as may be 
more suitable for the achievement of its objectives; 

3. Sit as a tribunal for the resolution of specific disputes involving the 
ownership of and equities involved in inventions, on appeal from 
decisions of the patent administrator; 

4. Receive requests for interpretations of this policy and, after 
deliberation, recommend to the president such interpretations as it 
considers appropriate. 


ч 


Ш. Invention Management 
A. For all inventions assigned to the university under this policy, the 
university will, at no expense to the inventor, make reasonable efforts to 
evaluate the interest of others in commercializing the invention, seek 
licenses and options for licenses, have applications for patents filed and 
prosecuted, and otherwise manage the inventions or arrange for their 
management by recognized patent management organizations. The university 
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may assign such inventions to a foundation or corporation organized by the 
university for the purpose of patent management. 

B. The university will normally evaluate potential commercial use of an 
invention prior to the filing of patent application. Options to license and 
other contractual arrangements appropriate in the circumstances will 
normally be sought as early as possible as a validation of potential 
commercial use. If the university determines that neither commercial 
possibilities nor the potential contribution to the public good warrants 
proceeding further, the invention will be returned to the inventor and shall 
belong to him unless such action is precluded by prior agreement with 
sponsors. The university shall make such determination within a reasonable 
time, in no event longer than one year from the date of disclosure. 

C. In licensing, sale, or other disposition of rights to inventions, the 
university will seek to guard against repressive practices. Royalty rates 
shall be reasonable and consistent with the goal of the university 
effectively to transfer technology in the public interest. Where feasible, the 
university will grant nonexclusive, reasonable royalty-bearing licenses to all 
qualified licensees. However, the university recognizes that nonexclusive 
licensing in many cases may not be effective in bringing the invention to 
the commercial market in a satisfactory manner and thus will grant an 
exclusive license if it determines that such is required in the public interest 
to encourage the marketing and eventual public use of the invention. In all 
cases, the university shall reserve to itself a right to make or have made 
and to use the invention within Duke University for its own purposes. 

D. If within a reasonable time from the date of issuance of the patent the 
university does not license or sell a patent assigned to it, ownership of the 
patent will revert to the inventor at his request. 


IV. Report of Inventions 

University employees who during their associations with the university invent a 
device, product, or method, whether or not on university time or with university 
facilities, shall cooperate with the university in defining the rights to such 
inventions by promptly reporting to the patent administrator оп the university’s 
Invention Disclosure Form. The term university employees, for purposes of this 
policy, includes all faculty, staff, and other persons receiving compensation from the 
university for services rendered, as well as students and graduate assistants, 
whether compensated or not, who work on any research project under university 
control. 


У. Ownership of Inventions and Supportive Technology 
A. Inventions resulting from research or other work conducted by university 
employees wholly on their own time and without use of university funds or 
facilities shall be considered the property of the inventor and may be 
patented and/or commercialized by the individual at the individual’s 
expense. It is recognized that when the invention is within the specific 
subject area of the inventor’s current and ongoing university research 
activities, disputes may develop concerning whether the work was conducted 
by university employees wholly on their own time and without use of 
university funds or facilities. In order to reduce the possibility of such 
disputes, it shall be the responsibility of the employee to provide the 
departmental chairman notice that he is engaging in research activities 
independently within the subject area of his current university research, 
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and describe in such notice the focus of these independent research 
activities, with a copy to the provost or vice-president for health affairs. 
In questionable cases, it shall be the responsibility of the inventor to 
demonstrate that the above criteria are present. 

B. Inventions resulting from research or other work conducted by university 
employees wholly on their own time, but involving some but not significant 
use of university funds or facilities, shall be considered the property of the 
individual and may be patented and/or commercialized by the individual at 
the individual’s expense. The university will not construe the payment of 
salary from unrestricted funds nor the provision of office or library 
facilities as constituting significant use of university funds or facilities. 
However, a percentage of gross returns to the inventor shall be remitted, in 
recognition of the use of university facilities, to the university, as provided 
hereafter. 

C. Inventions resulting from research or other work conducted by university 
employees in whole or in part on university time or with significant use of 
university funds or facilities shall be considered the property of the 
university. Employees shall upon request assign to the university all rights 
and title to such inventions and shall make known and available to the 
university all supportive technology related to the same. Supportive 
technology is intended to include any nonpatentable invention which would 
assist the university in achieving the goals of this policy. If the university 
decides not to request assignment of all rights and title to such an 
invention, and if there are no restrictions by any outside sponsor of the 
research, the university may release its proprietary interest to the inventor. 

D. Inventions arising from research financed by the U.S. government are 
controlled by the terms of the applicable grant or contract. The university 
is obligated to report to the appropriate government agency all such 
inventions or discoveries for definition of the government’s rights and 
interests. In cases where the government claims no patent rights or waives 
its rights, university patent policies will control, subject to such limitations 
as the government may impose. 

Е. Inventions resulting from research or other work sponsored by 
nongovernmental entities are controlled by the terms of the research 
agreement, if applicable, and if not, by university patent policies. 

F. Where mutually agreeable between inventors and the university, and on 
terms and conditions acceptable to both, the university will accept by 
assignment, bequest, or other appropriate instrument, title to inventions 
falling in sections A and B above. 

G. Any dispute between the patent administrator and the inventor as to the 
determination of equities in an invention shall be resolved by the Patent 
Committee. The decision of the Patent Committee may be further appealed 
to the president or, upon the president’s referral, to the Board of Trustees. 

H. Any use of the university’s name in connection with the commercialization 
of an invention by an individual shall be approved in advance by the 
university. 


VI. Division of Income 
A. All income derived from inventions falling within Article V, section A above 
shall belong to the inventor. 
B. All inventions falling within Article V, section B shall be patented and/or 
commercialized, if at all, under a simple agreement between the university 


Faculty Handbook / 12-87 Appendix Q/ 4 


di 


(|! 


and inventor which shall provide for periodic reports of sales subject to 
royalties and for payment to the university of 10 percent (10%) of gross 
income derived by the inventor as royalties on the invention. The Patent 
Committee may recommend that such payment be reduced or eliminated if it 
appears that a 10 percent contribution is excessive under the circumstances. 

C. All income derived from inventions falling within Article V, section C shall 
be distributed in accordance with the following rules: 

1. The university will first deduct any direct expenses incurred by it in 
connection with the initial patenting and commercialization of the 
invention. Any such expenses incurred by the inventor with the prior 
approval of the patent administrator will also be deducted and paid to 
the inventor. 

2. The university will next deduct and pay to the inventor the following 
percentages of the income remaining after payment of direct expenses: 

35% of the first $50,000. 
25% of amounts between $50,000 and $200,000. 
15% of amounts above $200,000. 

3. The university will next deduct an amount equivalent to 15 percent of 
the gross income derived from the invention to be used to pay indirect 
costs of the Office of the Patent Administrator. 

4. The remainder will be distributed as follows: 

First $10,000: 
100% to the inventor’s laboratory. 
Between $10,000 and $50,000: 
70% to the inventor’s laboratory. 
30% to the university. 
Between $50,000 and $200,000: 
40% to the inventor’s laboratory. 
60% to the university. 
Above $200,000: 
25% to the inventor’s laboratory. 
75% to the university. 

Following a survey of similar laboratories, the Patent Committee will set an 
upper limit on annual income to an inventor’s laboratory. The limit will reflect what 
can be reasonably spent. In consultation with the inventor, excess income shall be 
returned to the university to be distributed as specified in Article VI, section C, 
paragraph 5. 

5. The university will distribute its share as follows: 

a. In the case of inventors outside the Medical Center, 50 percent 
to the university’s general fund, 50 percent to research support 
in the inventor’s department ог division. Ап inventor’s 
department or division is determined by payment of salary except 
where a faculty inventor with rank in one department or division 
is assigned to another to which overhead on his grants is 
credited, in which case the departments or divisions will share 
equally. 

b. In the case of inventors within the Medical Center, 50 percent to 
general Medical Center purposes, and 50 percent to research 
support as determined by the vice-president for health affairs. 

6. If for any reason the inventor ceases to be a university employee, the 
share designated to the inventor’s laboratory shall be distributed to 
the inventor’s department. For purposes of this Article VI, section C, 
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inventor includes coinventors as а group. 

D. Income from inventions falling within Article V, section D where the 
government claims no patent rights or waives such rights, shall be 
distributed in accordance with Article VI, section C above, unless the 
waiver or other agreement between the university and the government 
provides for a different distribution. 

E. In the case of inventions falling within Article V, section E any royalties 
received by the university shall be distributed in accordance with Article 
VI, section C above, unless the contract between the university and the 
sponsor provides for a different distribution. 

F. Income from inventions falling within Article V, section F shall be 
distributed in accordance with the agreement between the inventor and the 
university. 


VII. Publication 

Inventors should be aware that publication prior to the filing of a U.S. patent 
application is a bar to the grant of certain foreign patents and can bar the grant 
of a U.S. patent if it occurred a year earlier than the filing date. 


VIII. Interpretation 

Questions of interpretation concerning this policy shall be submitted to the 
Patent Committee and resolved, after consideration of the Patent Committee’s 
recommendations, by the president or, upon the president’s referral, by the Board of 
Trustees. 


IX. Termination or Revision of Policy 

This policy may be changed or discontinued at any time by action of the Board 
of Trustees. Such changes or discontinuance shall not affect rights accrued prior to 
the date of such action. 


X. Agreements 

The policy as amended from time to time shall be deemed to be a condition of 
initial or continuing employment of every university employee and a condition of 
enrollment and attendance of every student who works on any research project 
under university control. All such employees and students will be expected to sign 
agreements incorporating the terms of this policy; but failure to sign shall not 
affect the applicability of the policy nor relieve any employee or student from the 
obligations imposed by it. Any use of university funds or facilities after the 
effective date of this policy shall be subject to this policy. 
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Policy оп Inventions, 
Patents, and Technology Transfer 


The university agrees to the following interpretations of its policy on inventions, 
patents, and technology transfer. 

1. Article III-A. 

The university has created an Office of Patent Administration to manage all 
inventions assigned to it under this policy, and it does not anticipate assigning any 
such inventions to an existing patent management organization such as Research 
Corporation. In the unlikely event the university decides to use such ап 
organization for patent management, the inventor’s agreement would be obtained in 
advance. 

2. Article IV. 

To avoid the possibility of adverse impact on faculty members’ private consulting 
arrangements, the university intends to amend its disclosure form to first request 
information concerning the basic idea of the invention (what it will do but not how 
it does it) and the circumstances of its conception and/or development (whether on 
university time or not, what funding sources were involved, etc.). If the patent 
administrator concurs with the inventor that the invention is not one in which the 
university has an equity under the patent policy, the remainder of the disclosure 
form need not be completed. 

3. Article VII. 

Inasmuch as publication prior to the filing of a U.S. patent application is a bar 
to the grant of certain foreign patents and can bar the grant of a U.S. patent if it 
occurred a year earlier than the filing date, it may be necessary in some 
circumstances to temporarily restrict publication for short periods of time. 
Accordingly, the university may request employees to delay the publication date of 
any publication which discloses an invention made within the scope of their duties 
to the university until after a U.S. patent application has been filed on the 
invention, but in no event longer than three months. 


Patent Agreement 

This agreement is made by me with Duke University in consideration of my 
employment and/or my utilization of university research facilities. 

I agree to notify the university (or any individual, corporation, or governmental 
agency which the university may specify) promptly of any invention which I believe 
to be patentable and which I conceive or develop while employed by the university 
or while using any university research facilities, in order that determination of the 
rights and equities in such invention may be made in accordance with the Duke 
University policy on inventions, patents, and technology transfer. 

In the event the university desires to seek patent protection on any such 
invention which has been determined to be university property, I agree to assign to 
the university all my rights, title, and interest in and to such invention and to 
supply all information and execute all papers necessary for the purpose of 
prosecuting patent applications thereon. I understand that expenses of making such 
assignments and procuring such patents shall be paid by others than myself. I also 
understand that the university reserves the right to abandon the prosecution of any 
patent application. 

If the university receives revenue from patents on inventions assigned by me 
pursuant to this agreement, I understand that I will share in these funds according 
to the distribution schedule set forth in the patent policy. 

I further agree to do all things necessary to enable the university to fulfill its 
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obligations to any person, corporation, or other agency sponsoring the particular 
research projects in which I am or may be engaged. 

I understand that this agreement is part of the terms of my employment and 
that any contract of employment heretofore or hereafter entered into between me 
and the university shall be deemed to include this agreement except to the extent 
that an express provision of such contract of employment is inconsistent therewith. 


Signature Name (Print or Type) 


Date Department 
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University-Industry Guidelines 


Preamble 

Duke University wishes to increase its cooperation with private industry in the 
search for new and useful knowledge. Duke believes that it can, while maintaining 
academic traditions and values that advance the search for truth through free 
inquiry, find ways to combine its unique resources with the resources of private 
industry to investigate important questions of interest to the research sponsor, the 
university, its faculty, and the public as a whole. This document is a statement of 
principles and policies that will guide Duke in establishing fruitful research joint 
ventures with private firms. 

There are, to be sure, certain potential conflicts between the missions of 
academic institutions and industrial sponsors of research. A fine university perceives 
its raison d’etre to be the generation and dissemination of knowledge for the 
benefit of society as a whole; viewing knowledge as a public good, a university 
subscribes to the scientific tradition of fully and promptly making public all 
research findings so that others may build upon them. Industry, on the other hand, 
is usually interested in recouping and profiting from its investments in research by 
capturing rather than freely sharing the value of new knowledge. Universities are 
also interested primarily in pursuing fundamental research and are less interested in 
applications than industrial firms are apt to be. 

Largely because of these differences in outlook, the production of new knowledge 
in the United States has in the past been rather rigidly divided between a public 
sector producing public goods (with universities supported by governments and 
philanthropy as a vital element) and a private sector producing information for 
proprietary use. The barriers between these two sectors may have inhibited the 
production of valuable knowledge by making it difficult to bring together the unique 
resources available only in universities with the private capital and research 
capabilities of industrial firms. While useful collaboration has occurred, the public 
would benefit substantially if the conflicts perceived between the public 
responsibilities of universities and the private interests of corporate research 
sponsors could be resolved in light of a higher common objective, the search for 
truth. 

Duke believes that the overarching value to be served in these matters is the 
pursuit of useful knowledge and that this goal can be advanced both through 
maintenance of its own academic and scientific traditions and through cooperative 
projects with interested parties. Where these two paths to new knowledge 
necessarily diverge, Duke will seek to accommodate the conflict whenever possible. 
In cases where the university is convinced that special arrangements are necessary 
to protect a research sponsor’s essential interests, Duke will seek a constructive 
solution to the sponsor’s problems within the policy limits described here. However, 
as noted in detail below, Duke must also be satisfied that its own commitments to 
free inquiry, to education, to collegiality within the university, and to enlarging the 
common pool of knowledge will not be undermined by the terms of any particular 
arrangement. 

The establishment and maintenance of research relationships with industry will be 
facilitated if all parties recognize from the beginning that the university adheres to 
certain principles and is guided in its actions by certain policies. For such policies 
to be effective in a rapidly changing environment, such as we have today, they 
must be wisely and flexibly interpreted. Interpreting the policies, given below, will 
be the responsibility of a Research Policy Committee which it is recommended be 


Faculty Handbook / 12-87 Appendix О/ 9 


created with the approval of this policy document. This committee is charged with 
advising the provost regarding the implementation of these policies, as well as with 
recommending to the provost those changes in the policy that may prove necessary 
or advisable. 

The overriding goal of this policy is to promote close and imaginative working 
relationships between the university and industry that will nurture the development 
of new knowledge while still maintaining the integrity and independence of the 
university, its faculty and students. 


SECTION I: Policy Issues 


Acceptance of a Research Project 

Circumstances may arise where it is considered to be in the university’s best 
interests for a particular principal investigator to do certain research for a sponsor. 
In such cases, the investigator may feel some pressure to participate in such 
research. It is especially important that investigators be free not to accept grants 
or contracts that, in their view, circumscribe their independence or control of their 
professional work. 

POLICY: 

No principal investigator shall be required as a condition of employment at the 
university to participate in a particular research effort. 


Direction of Research. Limits on the Sponsor’s Power 
to Direct or Control Research 

While public or private research sponsors may reasonably expect to define 
broadly the project they will support, university principal investigators may expect 
to have wide discretion in designing and modifying their sponsored research. 
Although the sponsor may consult on matters of concern, it is not appropriate for a 
sponsor to specify in detail how the work is to be done. 

POLICY: 

A sponsor shall have the privilege to define broadly the topic of the research to 
be funded. The university principal investigator shall have final authority over the 
design and control of that research. 


Limits on the Control of Sponsors Over the Scope 
of Legally Free-standing Research Units 

From time to time the university may choose to establish, in cooperation with a 
sponsor or sponsors, a research institute, center, or program that is legally free- 
standing from the university but which depends upon faculty of the university for 
partial staffing. In such a situation, a sponsor may seek a formal voice in how its 
committed funds are spent. The situation, while offering important opportunities, 
also poses certain risks. In particular, if inappropriate control over the unit’s 
research program is provided to the sponsor, the academic freedom of the faculty 
involved may be diminished. 

POLICY: 

The university shall not participate in a joint free-standing research unit that 
would restrict the academic freedom of the faculty. The provost, advised by the 
Research Policy Committee, shall determine whether this risk exists and, if so, 
whether the level of risk is acceptable. The review by the committee and the 
provost shall take place before the university decides whether to enter into an 
agreement to create such a unit. 
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Publication 

Tradition has long held that university researchers must be free to publish their 
research results. This freedom is essential if the university is to be the source of 
new knowledge for society. Therefore it must be vigorously guarded. At the same 
time, good business practice requires that sponsors protect their proprietary rights, 
trade secrets, or other confidential information. These separate and legitimate 
interests may diverge on questions relating to publication. Clearly, it is in both the 
researcher’s and the sponsor’s best interests to find ways to protect academic 
freedom while at the same time meeting the nondisclosure requirements of the 
sponsor. 

There are three ways in which a sponsor may affect the process of publication: 
by reviewing materials prior to publication; by delaying the date of publication; and 
by preventing publication. 


Review Prior to Publication and Resulting Delays 

The university has traditionally allowed a sponsor to review materials prior to 
publication, but such review has been allowed only under certain circumstances and 
has been limited to a reasonable period of time. This practice has been followed in 
order to prevent inadvertent disclosure of a sponsor’s proprietary information 
and/or to allow the sponsor time to file proper proprietary protections on research- 
generated technology. Such a review may delay publication for no more that a brief 
period. 

POLICY: 

A sponsor may, prior to publication, review materials resulting from research it 
has sponsored in those cases where possible proprietary right may be involved or 
where the university has been provided a sponsor’s proprietary information. Such 
reviews should not delay publication for more than ninety (90) days, except with the 
approval of the provost. 


Preventing Publication 

While having due regard for the sponsor’s interests, the university encourages 
the publication of research results. The university must retain final authority over 
publication rights, including the right to publish. As a matter of policy the final 
determination of what may be published or not published normally will remain with 
the university. 

POLICY: 

Final determination of what may be published or not published shall remain with 
the university. The university will also retain the right to make a final 
determination with respect to publication of computer programs. Exceptions may be 
granted by the provost only after detailed review and upon the advice of the 
Research Policy Committee. 


Communication among Research Colleagues 

When a sponsored research project deals with proprietary information, the 
sponsor may wish to restrict the researcher’s freedom to discuss the research with 
colleagues. While recognizing the need for researchers to protect the sponsor’s 
proprietary rights, the university recognizes a concomitant responsibility to honor 
the researcher’s membership in an intellectual community. It is essential that the 
free exchange of ideas among colleagues not be inappropriately restricted. 

POLICY: 

Agreements to treat as confidential information generated by research done at 
the university are ordinarily unacceptable. There may, however, be situations where 
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exceptions to these guidelines are consistent with the university’s educational, 
professional, and scholarly principles. Such exceptions may be granted by the 
provost only after detailed review and upon the advice of the Research Policy 
Committee. 

It is also the responsibility of each individual researcher to protect freedom to 
communicate with colleagues and to refuse to enter into sponsored agreements that 
will restrict that freedom in unreasonable or unacceptable ways. 


Freedom to Do Related Work 

One potential concern of a sponsor may be that a faculty member whose 
research it is funding will do closely similar research for a second sponsor. This 
could undermine the first sponsor’s competitive and legal position. To address this 
concern, the sponsor may sometimes ask the university to include language in the 
sponsoring contract assuring that such parallel research will not take place. The 
university has a different concern that such language might limit the academic 
freedom of the researcher to do research in related but different areas. 

POLICY: 

A sponsor may request that a researcher, prior to entering into additional 
sponsored research agreements to do research that is closely similar to the research 
sponsored by that sponsor, notify the sponsor of that intention. In such situations, 
the university will only consider restricting the freedom of the researcher to do 
such related work if the first sponsor raises a concern about protecting its 
proprietary rights prior to the signing of the second agreement. The university will 
agree to restrict the activities of a researcher to do related work only if there is a 
reasonable possibility that the work done for the second sponsor will infringe on 
the proprietary rights of the first sponsor under the pre-existing sponsored 
agreement. 


Best Efforts 

A sponsor making a financial commitment to a particular research project may 
desire to reduce its risk by stipulating the expected results as specifically as 
possible. While recognizing the sponsor’s right to require reports to be provided by 
certain dates, the university is not able to guarantee to a sponsor that a particular 
research project will succeed or produce particular results. Instead, the university 
will commit to using best efforts in conducting a research project. 

POLICY: 

Since state-of-the-art research is by nature unpredictable and without guarantee 
of success, research within the university is conducted on a best efforts basis. 
However, a good faith effort will be made to organize research projects in a 
manner which is sensitive to the special needs and time constraints of the sponsor. 


Graduate Student Involvement 

A. Graduate Students and Proprietary Information. An essential aspect of 
graduate education is the development and dissemination of new knowledge 
through publication of research results. This reflects the academic 
community’s belief that the sharing of knowledge advances knowledge. In 
this context, the use of confidential information in research poses risks. 
When faculty participate in research that involves the handling of 
proprietary information, the university believes that a graduate student’s 
participation under such circumstances should be monitored by a third, 
disinterested party. 
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POLICY: 

In general, graduate students shall not participate in projects which, because of 
confidentiality or other factors, might constrain their right to publish or 
communicate freely. Exceptions to this policy must be approved in writing by the 
student’s chairman (or chairmen, if the faculty member is in a second department) 
or dean (or deans if the faculty member is in a second school). The student shall 
also sign this document to signify understanding of the issues involved. Copies of 
the signed document must be sent to both faculty member and student before the 
student may become involved in the project. 

B. Graduate Student Involvement in Faculty’s Outside Professional Activities. 
The university recognizes that many benefits accrue to graduate students 
who, by good fortune or circumstance, are able to participate in the outside 
professional activities of faculty. Such participation may result in 
intellectual growth, the acquisition of new skills in frontier areas of 
knowledge, and additional income. At the same time, it is understood that 
these arrangements are likely to change the relationships between faculty 
and student in ways that may not always be desirable. For example, a 
graduate student who, though very able, is not making satisfactory progress 
toward a degree because of absorption in a faculty member’s growing new 
business, may present a dilemma for the instructor/supervisor. It should be 
added that the dilemma is one that the student may well be unaware of or 
unconcerned about. Most students welcome involvement in a faculty 
member’s outside professional activity, and may not realize the potential 
problem the situation may create for the faculty member. 

POLICY: 

To protect the student and the university, the appropriate chairman or dean must 
give prior specific approval in writing for any involvement of graduate students in 
the outside professional activities of faculty. The student must also sign this 
document, to signify understanding of the issues involved. Copies will be sent to 
both faculty member and student. The chairman or dean is asked to review the case 
with particular care when the faculty member is the student’s thesis advisor or 
supervisor as a teaching assistant, or if the graduate student is already working 
full-time as a research assistant. In situations where, in the chairman’s or dean’s 
judgment, the quality of the graduate student’s education or other university 
interests are in jeopardy, such arrangements should not be approved. 


Conflict of Interest or Commitment and Outside Professional Activities 
A. Definitions of Conflict of Interest and Commitment. Conflict of interest: a 
conflict of interest can be said to exist when a member of the university 
community has a relationship with an outside organization such that his 
activities within the university could be biased by that relationship in a 
direction which would ultimately provide direct financial benefit to the 
individual or a close family member. Conflict of commitment: a conflict of 
commitment can be said to exist when a member of the university 
community has a relationship which requires a commitment of time or effort 
to nonuniversity activities such that an individual, either implicitly or 
directly, cannot meet the usual obligations to the university. Obligations to 
the university are not discharged solely by meeting classes but require 
availability of faculty to students outside the classroom, participation in 
various committees, supervision of graduate and postdoctoral students, and 
progress in research programs. Any relationship with an outside organization 
which requires frequent and/or prolonged absence from the university 
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presents а conflict of commitment. 

POLICY: 

Faculty members shall avoid relationships which constitute a conflict of interest 
or a conflict of commitment. 

B. Conflict of Interest Procedures 
1. Disclosure to Chairmen/Deans 

It had long been recognized that consulting can, in certain situations, 
create in a faculty member a conflict of interest or commitment. The 
university’s policy of restricting a faculty member’s consulting to one 
day a week addresses this issue in part. Other situations in which 
faculty may face a conflict of interest or commitment include 
ownership (or management responsibilities) by a faculty member or his 
immediate family of a significant financial interest in an outside 
concern. Immediate family are defined as spouse and minor children. 

POLICY: 

To assure that chairmen and deans are informed about arrangements which may 
pose a conflict of interest or commitment, faculty members shall disclose to their 
chairman or dean once a year and in writing their outside relationships with 
corporations or other business entities, as consultant, advisor, or manager. 
Information disclosed must include the name of the company, and the nature and 
scope of the relationship. No information about financial arrangements need be 
provided. | 

2. Disclosure to Senior Administrators 

POLICY: 

Direct and active management obligations in such an enterprise raise the 
possibility of a conflict of interest. A faculty member is required to notify the 
provost in writing prior to accepting any such direct and active management 
obligation, and may assume that no conflict of interest exists unless otherwise 
notified by the provost. The provost may, at the time of acceptance or at a later 
time, require appropriate action to assure that no conflict of interest exists. 

3. Research Policy Committee 

POLICY: 

In cases where a faculty member wishes to appeal an interpretation or decision 
made under this policy by a chairman, dean or provost, or where a chairman, dean 
or provost wishes to consult others for advice before making such a decision, the 
case may be brought to the Research Policy Committee. On request from a faculty 
member, chairman, dean or provost, the committee shall review the status of that 
faculty member’s (or his/her immediate family’s) new or continuing significant 
financial interest in or managerial relations with a private enterprise. The committee 
shall report to the provost whether in their opinion this involvement may pose a 
conflict of interest or commitment. 

4. Definitions of Certain Terms Used in This Policy 
Significant financial interest in a private enterprise means holding 
more than twenty percent of the equity, options or other types of 
corporate security. Such interests, if held by a faculty member’s 
immediate family, shall fall within this definition. Direct and active 
management obligations include serving as a member of the board of 
directors, chief executive officer, chief operating officer, director of 
research, treasurer or other senior line management officer. 

5. University Business with Faculty Enterprises 
The university’s current policy governing its business dealings (i.e., 
contracts) with companies owned or controlled entirely or in 
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substantial part by faculty is administered at present by the Conflict 
of Interest Committee. We recommend that the Research Policy 
Committee implement this policy instead, and that the Conflict of 
Interest Committee be dissolved. 


SECTION П: Administrative Issues 


Research Policy Governance at Duke University 

There are at least six offices and eight committees that have research-related 
responsibilities at the university. At present, coordination among these units is 
primarily informal, although individual units have some formal ties to each other as 
well. These units and their functions are: 


Research Administrative Structure 
Medical Center Development Office 
Office of Grants and Contracts (Medical Center) 
Office of Patent Administration/Technology Transfer 
Office of Research Support 
Office of Sponsored Programs 
Office of University Development 


Committees/Councils 
Animal Care Committee 
Biosafety Committee 
Committee on Conflict of Interest 
Institutional Review Board (Medical Center) 
Patent Committee 
Small Grants Committee (Medical Center) 
University Research Council (non-Medical Center) 
University Review Committee on the Use of Human Subjects in Nonmedical 
Research 
A. Need for a Research Policy Committee at Duke University. There is need 
for a Research Policy Committee to be created at Duke University to fulfill 
certain requirements for coordination, policy review, and implementation. 
Some of the reasons for this need are: 

1. No committee reviews and makes recommendations regarding the 
research administrative structure of the university or provides answers 
to such questions as the following: Is coordination and cooperation 
among the offices adequate? What might be done to improve matters? 

2. No committee maintains liaison among existing research committees. 
Indeed, no university committee is in contact with or even aware of 
the work of all the various research committees at the university. 

3. No committee periodically reviews the research policy of the 
university. Periodic review of such a policy would be useful. While 
ultimate authority in such matters rests with the president and Board 
of Trustees, it would be helpful for the university to have an advisory 
committee for research which would report to the provost and would 
have general cognizance and responsibility for the oversight of 
research policy. 

4. No committee reviews major institutional proposals before they leave 
the university. Some proposals should receive such review because of 
their implications for the wider university and/or their size as 
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measured by the number of personnel involved ог financial 
commitment. An occasional proposal of modest size may have important 
policy implications as well. This also needs to be reviewed. 

POLICY: 

The university should establish a Research Policy Committee reporting to the 
provost and with the following charge: 

Review and make recommendations regarding the research administrative 
structure of the university; 

Maintain liaison with existing research committees and councils (University 
Research Council, Patent Committee, Biosafety Committee, Animal Care Committee, 
Small Grants Committee, Institutional Review Board, University Review Committee 
on Human Subjects); 

Periodically review and make recommendations regarding research policy at the 
university; 

Review all major institutional proposals and other selected institutional proposals 
at the request of the provost. 

B. Membership of the Research Policy Committee 
1. The Research Policy Committee would have as members representatives 
from both the faculty and the administration. The faculty members 
would be persons recommended by the Academic Council to the 
provost. The provost would appoint members from among those 
recommended. All members would have the vote. The following 

membership is recommended: 

a. Chairman: vice-provost for research 

b. Faculty members appointed by the provost upon the 
recommendation of the Academic Council: 

i. Five members (these should be faculty knowledgeable about 
issues of research policy and who represent a spectrum of 
appropriate scholarly fields). 

c. Members who serve by virtue of their office or are appointed by 
a senior administrator: 
i. Dean of the Graduate School; 
ii. One member appointed by the dean of the Medical 
School/executive vice-president; 

11. One member appointed by the vice-president for alumni 

affairs and development; and 

iv. One member appointed by the vice-president for 

administration and legal affairs. 


Faculty Handbook / 12-87 Appendix О/16 


Progress of а Proposal--Campus 


A. Applicants to foundations and corporations must seek clearance either directly 

from Foundation or Corporate Relations in University Development (2127 Campus 
Drive, 684-2123) or through their school’s development office. 
The applicant will be notified when clearance has been approved. In addition, 
faculty who wish to submit research proposals to foundations or corporations or 
who wish to develop proposals for centers and programs (regardless of the 
source of funding) are asked to contact the Office of Research and Development 
early in the preparatory stages. 

B. On applications to federal sources the director or assistant director of research 
support will sign on behalf of the university. For foundation and corporate 
proposals, the vice-provost for research and development will sign off, unless the 
funding source wishes to have the president or provost endorse the application. 

C. Applicants should submit the following material to the Office of Research 
Support at least a week prior to the funding agency’s due date. This will allow 
sufficient time for a review and processing of the materials: 

1. Completed statement of intent form, with all necessary signatures, approvals 
and endorsements; 

2. A completed Request for Cost Sharing form (if possible), together with 
necessary supporting letters and materials documenting the need for cost 
sharing; 

. Proposal cover sheets; 

. Abstract or summary statement of proposed work; 

. Detailed budget and budget justification; 

Any other forms, certificates or assurances, which require institutional 

signature; 

7. Materials for any proposed subcontracts, including budget, description of 
work, letter from the business officer at the subcontracting organization 
agreeing to manage the subcontract; 

8. Complete proposals are necessary for the review process if the proposal is 
being submitted to a corporate or foundation sponsor or to a federal 
sponsor if the proposal requests funds for programs, centers, or curriculum 
development. 

D. Applicants are notified when the materials have been reviewed and approved. 
Review includes a thorough review of the budget, subcontracts, cost-sharing, 
anticipated commitments of space, computer resources, special facilities. 

E. Applicants are notified when their materials are ready and they are responsible 
for incorporating any changes, for copying the proposal, and for mailing the 
proposal to the funding agency. Applicants are asked to send two completed 
copies of the proposal to the Office of Research Support. 


An چ‎ о 
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Progress of а Proposal--Medical Center 


A. For applications to foundations and corporations, clear availability of foundations 
and corporations before writing or submitting proposals. Call or write the Office 
of University Development, 2127 Campus Drive, 684-2123, to allow for 
university-wide coordination. Applicant will be notified when the clearance has 
been approved. Applications for competitive awards for which the university may 
submit a limited number of applications must be approved by the Medical Center 
Awards Committee. 

B. Applications should be submitted to the Grants and Contracts Office at least two 
weeks prior to funding agency due date. This will allow sufficient time for 
review of the following: 

1. Detailed budget for first period; estimated budget for entire project period 

(including fringe benefit rates and cost of living increases); 

Subagreements with other institutions; 

Cost sharing; 

Laboratory animal housing and acquisition; 

New training programs; 

Computer purchases; 

Renovations or new facility requests; 

Compliance with guidelines regarding use of human subjects; 

Interdepartmental commitments; 

10. Applications to foundations. 

C. Application materials should be hand carried to the Grants and Contracts Office 
and should include: 

1. D.U.M.C. Statement of Intent completely filled out and signed by the P.I., 
the department chairman, Cancer Center director (original and three copies); 

2. Application form--front sheet, abstract, budget and justification, 
representations and certifications form (contracts only), other forms 
requiring institutional signature (original and two copies). 

D. Applicant will be notified when the application has been signed. He is responsible 
for handling any corrections or changes needed and for copying and mailing. 
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Аррепаїх К 
EDUCATIONAL RECORDS 


In accordance with the Family Education Rights and Privacy Act of 1974, Duke 
University (1) permits students to inspect their education records, (2) limits 
disclosure to others of personally identifiable information from education records 
without the student’s prior written consent to such disclosure, and (3) provides 
students the opportunity to seek correction of their education records where 
appropriate. 


I. Definitions 

A. Student means an individual who is or who has been in attendance at Duke 
University. It does not include individuals who were unsuccessful applicants 
for admission to the university. 

B. Education records include those records which contain information directly 
related to a student and which are maintained as official working files by 
the university. The following are not education records: 

1. Records about students made by professors and administrators for their 
own use and not shown to others; 

2. Campus police records maintained solely for law enforcement purposes 
and kept separate from the education records described above; 

3. Employment records, except where a currently enrolled student is 
employed as a result of his status as a student; 

4. Records of physicians, psychologists, or other recognized professionals 
or paraprofessionals made or used only for treatment purposes and 
available only to persons providing treatment (however, these records 
may be reviewed by an appropriate professional of the student’s 
choice); and 

5. Records which contain only information relating to а _ person’s 
activities after he graduates or withdraws from the university. 


II. Duke University permits students to inspect their education records. 

A. Right of Access. Each student has a right of access to his education 
records, except financial records of the student’s parents and confidential 
letters of recommendation received prior to January 1, 1975. 

В. Waiver. А student may waive his right of access to confidential 
recommendations in three areas: admission to an educational institution, job 
placement, and receipt of honors and awards. The university does not 
require such waivers as a condition for admission or receipt of any service 
or benefit normally provided to students. If the student chooses to waive 
his right of access, he will be notified, upon request, of the names of all 
persons making confidential recommendations. Such recommendations are 
used only for the purpose for which they were specifically intended. A 
waiver may be revoked in writing at any time, and the revocation will 
apply to all subsequent recommendations. 

C. Types and Locations of Education Records. 

1. Registrar. Undergraduate, graduate, and professional schools: 103 Allen, 
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associate registrar--academic records, computer files (biographical data, 
course information). Medical School, Allied Health: 125 Davison, 
registrar--academic records. 

2. Departments. Departmental offices: chairmen, directors of 
undergraduate studies, directors of graduate studies--grade reports, 
biographical data, results of certain examinations, other advisory 
information. Records kept vary with departments. 

3. Financial Aid. Undergraduate: 2138 Campus Drive, associate director; 
graduate and professional schools located in deans’ offices--financial 
aid applications, needs analysis statements, awards made. (Note: 
students do not have access to parent’s confidential statements.) 

4. Colleges and Schools. Dean’s office of each college and school-- 
admissions information, progress towards degree information, financial 
aid information. Student Affairs: 121 Allen (Trinity) 1003 School of 
Nursing--student’s personnel card, judicial and disciplinary records, 
housing records. Assistant Deans: various offices on first floor of 
Allen Building. | 

5. Placement Office. 214 Flowers, director--recommendations, copies of 
academic records (unofficial). Note waiver section. 

6. Bursar’s Office. 102C Allen, bursar: records of financial payments. 

7. Office of Student Loans. 108 East Duke, director: promissory notes, 
copies of correspondence. 

D. Procedure to be Followed. Requests for access specifying the records to be 
inspected should be made in writing to the registrar, 103 Allen Building. 
The university will comply with requests within a reasonable time, at most 
within forty-five days. Arrangements normally are made for students to read 
their records in the presence of a staff member. Students may also obtain 
copies of their records by paying reproduction costs of fifteen cents per 
page. However, the university may refuse to release copies of records of 
students who have not settled their accounts with the university. The 
university does not provide copies of official transcripts from other schools. 


III. Duke University limits disclosure of personally identifiable information from 
education records without the student’s prior written consent to such disclosure. 
A. Directory Information. 
1. The following categories of information have been designated as 
directory information: 
name 
addresses 
telephone listing 
date and place of birth 
photograph 
major field of study 
participation in officially recognized activities and sports 
weight and height of members of athletic teams 
dates of attendance 
degrees and awards received 
the most recent previous education institution attended 
2. The university gives annual public notice to students of the categories 
of information designated as directory information, and allows a 
reasonable period of time after such notice for the student to inform 
the university that in his case the information should not be 
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considered directory information. 

Directory information may appear in public documents and may 
otherwise be disclosed without the student’s consent unless the student 
objects as provided above. 


B. Prior Consent Not Required. Prior consent is not required for disclosure of 
education records to the following parties: 


1. 


10. 


School officials of Duke University who have been determined (о have 
legitimate educational interests; 

a. School officials include instructional personnel, administrative 
personnel, and members of duly constituted university committees 
and boards, who are or may be in a position to use the 
information in furtherance of a legitimate objective. 

b. Legitimate educational interests include those interests reasonably 
related to the academic environment. 

Officials of other schools in which a student seeks to or intends to 
enroll or is enrolled. Upon request, and at his expense, the student 
will be provided with a copy of the records which have been 
transferred; 


. Authorized representatives of the comptroller general of the U.S., the 


secretary of education, and state educational authorities, but only in 
connection with the audit or evaluation of federally supported 
educational programs, or in connection with the enforcement of or 
compliance with federal legal requirements relating to these programs. 
These officials will protect information received so as not to permit 
personal identification of students to outsiders, and the data shall be 
destroyed when no longer needed for the purposes above; 

In connection with a student’s application for or receipt of financial 
aid, but only to the extent necessary for such purposes as determining 
eligibility, amount, conditions, and enforcement of terms or 
conditions; 


. State and local officials to whom such information is specifically 


required to be reported by effective state law adopted prior to 
November 19, 1974; 

Organizations conducting educational studies for the purpose of 
developing, validating, or administering predictive tests, administering 
student aid programs, and improving instruction. The studies shall be 
conducted so as not to permit personal identification of students to 
outsiders, and the information will be destroyed when no longer 
needed for these purposes; 

Accrediting organizations for purposes necessary to carry out their 
functions; 


. Parents of a student who is a dependent for income tax purposes. The 


university will presume that an undergraduate student is a dependent 
of his parents unless the student gives timely written notification to 
the registrar’s office that he is not a dependent; 

Appropriate parties in connection with an emergency, where knowledge 
of the information is necessary to protect the health or safety of the 
student or other individuals; or 

In response to a court order or subpoena. The university will make 
reasonable efforts to notify the student before complying with the 
court order. 


C. Prior Consent Required. In no other cases will the university release 
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personally identifiable information in education records ог allow access to 
those records without the prior consent of the student. Unless disclosure is 
to the student himself, the consent must be written, signed, and dated, and 
must specify the records to be disclosed and the identity of the recipient. 
A copy of the record disclosed will be provided to the student upon request 
and at his expense. 
D. Record of Disclosures. The university maintains with the student’s education 
records a record of each request and each disclosure, except disclosures: 
1. to the student himself; 
2. pursuant to the written consent of the student; 
3. to instructional or administrative officials of Duke University; or 
4. of directory information. The record of disclosures may be inspected 
by the student, the official custodian of the records, and other 
university and governmental officials. 


IV. Duke University provides students with the opportunity to seek correction of 
their education records. 

A. Request to Amend Records. A student who believes that information 
contained in his education records is inaccurate, misleading, or otherwise in 
violation of his privacy or other rights may submit a written request to the 
Office of the Registrar, specifying the document(s) being challenged and the 
basis for the complaint. The request will be sent to the responsible person 
at the origin of the record in question. Within a reasonable time of receipt 
of the request, the university will decide whether to amend the records in 
accordance with the request. If the decision is to refuse to amend, the 
student will be so notified and will be advised of his right to a hearing. 

B. Right to a Hearing. Upon request by a student, the university will provide 
an opportunity for a hearing to challenge the content of the student’s 
records. A request for a hearing should be submitted in writing to the 
Office of the Registrar. Within a reasonable time the student will be 
notified in writing of the date, place, and time reasonably in advance of 
the hearing. 

1. Conduct of the Hearing. The hearing will be conducted by a university 
official who does not have a direct interest in the outcome. The 
student will have a fair and full opportunity to present evidence 
relevant to the issues raised, and may be assisted or represented by 
individuals of his choice, including an attorney, at his own expense. 
The university official conducting the hearing will, after considering 
all relevant information, make a recommendation to the registrar. 

2. Decision. Within a reasonable period of time after the conclusion of 
the hearing, the university will notify the student in writing of its 
decision. The decision will be based solely upon evidence presented at 
the hearing and will include a summary of the evidence and the 
reasons for the decision. If the university decides that the information 
in the student’s record is inaccurate, misleading, or otherwise in 
violation of the privacy or other rights of students, the university will 
amend the records accordingly. 

C. Right to Place an Explanation in the Records. If, as a result of the hearing, 
the university decides that the information is not inaccurate, misleading, or 
otherwise in violation of the student’s rights, it will inform the student of 
his right to place in his record a statement commenting on the information 
and/or explaining any reasons for disagreeing with the university’s decision. 
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Any such explanation will be kept as part of the student’s record as long 
as the contested portion of the record is kept, and will be disclosed 
whenever the contested portion of the record is disclosed. 
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Appendix $ 
USE OF UNIVERSITY AND OTHER FACILITIES 


Тһе” university does not discriminate on the basis of race, color, veteran status, 
religion, national or ethnic origin, political affiliation, sex, age, or handicap. This 
policy covers official activities sponsored, financed, and controlled by university 
personnel and campus organizations, whether held on- or off-campus. If activities 
are held off-campus, facilities where discrimination is practiced may not be utilized. 


University Facilities 

The provisions of this policy are applicable to all Duke University facilities in 
Durham, including off-campus locations but excluding the Duke Forest and the Duke 
University Medical Center. Policies for the excepted areas are available from the 
dean of the School of Forestry and Environmental Studies, and the vice-president 
for health affairs, respectively. 


I. Buildings and Structures: Priorities and Procedures 
A. Policy. The regularly scheduled educational programs have absolute priority 
of use for all facilities. After observing this priority, the facilities of the 
university will normally be made available to other users in the following 
order of priority. 

1. Users who are members of the university community: 

a. academic departments, schools» and academic programs of the 
university, 

b. chartered and other officially recognized organizations and 
programs of the university (а list is maintained by each senior 
administrative officer for his area of responsibility). 

2. National and regional organizations in which the university maintains 
an official membership. 

3. Users who are not members of the Duke University community. 
Exceptions to the normal priorities may be permitted by the president 
or chancellor where the interests of the university so require. 

B. Procedures. 

1. Academic departments, schools, academic programs, and faculty 
members may reserve facilities with the office responsible for the 
facility only for their own regular internal activities provided that the 
proposed use of the facility will further the educational or academic 
mission of Duke University. 

2. Chartered and other officially recognized organizations and programs 
may reserve facilities with the office responsible for the facility. 
Chartered and other officially recognized organizations and programs 
may obtain reservations only for their own activities as opposed to the 
activities of unchartered or unrecognized organizations or programs. 

3. Duke University’s facilities are not normally made available to users 
other than those referred to in paragraphs (1) and (2) above. When 
made available to such outside users, facility use shall be on a 
contract basis and a fee will be charged. All requests by outside users 


Faculty Handbook / 12-87 Appendix S/ 1 


should normally be made to the appropriate office at least six (6) 
weeks in advance. 

4. Commercial enterprises, regardless of sponsor, will not be afforded use 
of university facilities for profit-making or advertising purposes. 
Exceptions to this policy may be made by the Office of the Business 
Manager upon a showing that the use will further the educational or 
academic mission of Duke University. For instance, а theatrical 
production may be afforded use of university facilities even if the 
production is for profit-making purposes. 

5. All parties reserving facilities referred to in (2) and (3) above must 
complete a reservation request supplied by the Office of the Business 
Manager. Copies of the reservation request are available from the 
office responsible for the facility. Offices responsible for reservations 
will submit a copy of the request to the Office of the Business 
Manager. The Office of the Business Manager, in consultation with the 
Educational Facilities Committee, reserves the right to cancel any 
reservation made in contradiction of this policy. 

6. All reservations and assignments of facilities are contingent upon the 
following factors: 

a. availability of the facility, given the priorities established by this 
policy; 

b. ability of the university to provide support (equipment, security, 
etc.) required by the event, as determined by the Office of the 
Business Manager; 

c. ability of the sponsors to meet all costs and financial liabilities 
of the event, including contracted fees, equipment rental, 
personnel, insurance, overhead, cleanup, and all other costs as 
determined by the Office of the Business Manager or designated 
representative; 

d. approval of the university Calendar Office with regard to 
schedule conflicts; 

e. ability of the organization or group to give assurances that the 
event will be conducted in an orderly manner; 

f. compliance with the university alcoholic beverage policy; 

g. compliance with this policy. 


II. Open Areas 
A. Policy. The grounds of the campus may be used only in a manner which 
does not hinder free access to and through such areas, does not violate 
civil law or university policies and regulations, and is not detrimental to 
the academic, residential, or recreational environment of the area. 
B. Procedures. 

1. Events and activities on the grounds of the campus must be approved 
in advance and in writing by the Office of Student Activities for 
student groups and by the Office of the Vice-President for Student 
Affairs for all other users. Such events must meet the requirements 
outlined above in Article I, section B, paragraphs 1, 2, 3, 5, and 6 for 
reservation. 

2. Any use of sound amplification equipment must be approved in writing 
by the Office of Student Activities for student groups and the Office 
of the Vice-President for Student Affairs for all other users. 

3. Any construction on the grounds of the campus for exhibits or other 
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purposes must be approved іп advance апа іп writing by the Office of 
the Business Manager, in consultation with the Educational Facilities 
Committee. 

4. Commercial activity on the grounds of the campus must be approved in 
advance and in writing by the Office of Student Activities. Such 
activity must meet the requirements outlined above in Article I, 
section B, paragraph 4 for reservations. However, limited space will be 
made available on the main residential West Campus quadrangle and 
the Bryan Center environs for commercial activities not meeting the 
requirements of Article I, section B, paragraph 4. Users of this space 
must be sponsored by a recognized campus organization and approved 
by the Office of Student Activities. 
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Appendix Т 
DUKE HOMESITES 


From time to time, the university subdivides and develops tracts of land near the 
campus as homesites. Lots are sold at a price designed to recover the cost of the 
development and to assure funds for continuing development of homesite tracts in 
the future. Lots may be purchased on the installment plan by a down payment of at 
least 10 percent of the price of the lot followed by monthly payments to the 
university of an amount sufficient to amortize the balance in not more than fifteen 
years (representing repayment of the principal balance of the purchase price plus 
interest). To assist in home construction, the university upon application will 
subordinate its claim against a lot being purchased under the monthly payment plan 
to a mortgage in favor of the lending agency financing the construction. 

Construction of a home must be initiated within two years following the date the 
lot is purchased. Construction is limited to a single-family residence which conforms 
to certain general restrictions relating to size, height, setback, etc., which аге 
described in more detail in the covenant included in the deed used to convey title 
from the university to the purchaser. Special permission may be obtained from the 
senior vice-president for administration to extend the two-year period to four years 
if in his opinion the circumstances warrant it and there is clear intent to build 
within the extended period. If this condition is not fulfilled, the purchaser must 
return the lot to the university and the purchase money will be refunded. Only 
principal payments will be refunded. Once purchased, homesites are freely 
transferable by the owner, although the university retains the right of first refusal. 

Administration of the homesite plan is under the general supervision of the 
Homesites Administration Committee, consisting of the provost, the vice-provost for 
academic policy and planning, the senior vice-president for administration, the 
treasurer, and the chairman of the Academic Council. This committee is governed by 
the following rules: 

A. Eligibility to participate in the homesite plan is limited to full-time staff 
members. Full-time faculty members with tenure are immediately eligible. All 
other full-time faculty members are eligible after two years. Staff members 
at salary grade level sixteen and above are immediately eligible, and staff 
members at salary levels fourteen and fifteen are eligible after two years. 

B. Eligible persons may file a statement of interest with the university 
architect’s office. A list of names in chronological order is maintained from 
the statements filed and as lots open the persons listed are given a choice 
as their names appear. A person may forego the choice and still maintain 
his position on the list. The provisions of this paragraph apply not only to 
large subdivisions but to single lots available, for example, when a lot is 
returned to the university. 

C. An eligible faculty or staff member who sells a home in the homesites can 
purchase a new lot subject to availability from the university provided a 
period of ten years has elapsed from the time of the original purchase. The 
names of persons applying for a second homesite will be added to the list 
existent at the time of their application in chronological order as set forth 
under (2) above. 
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D. From time to time, the Homesites Administration Committee may at its 
discretion and for significant reasons step out of the order determined on a 
first come, first served basis. 

While the homesite plan is expected to continue indefinitely, the university 
reserves the right to discontinue or modify it at any time. 
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Appendix 0 
INSURANCE 


It is the policy of the university to provide travel accident insurance for its 
faculty and staff employees to afford them financial protection while they are 
traveling on university business. 

A. Eligibility. All officers of the university and its professional and 
administrative staff members are covered by this policy. 

B. Coverage. Coverage is provided for eligible employees in an amount of up to 
$100,000 in the event of injuries which result in death, dismemberment, or 
loss of sight, and for up to $5,000 for related medical expenses, provided 
the injuries sustained 

1. occur while the employee is traveling on university business; 

2. are in consequence of and occur during the course of the trip, the 
destination of which requires the employee to travel outside the city 
in which he is regularly employed or in which he lives; 

3. occur while riding, including boarding or alighting from, a vehicle 
designed for the transportation of passengers, while on business of the 
university and in the city of employment; 

4. occur while riding as a passenger in or acting as a pilot of an aircraft 
that is operated by an employee of the university who has logged not 
less than one hundred hours as pilot in command, while on university 
business and not engaged in transportation of passengers for hire. 

For this purpose, university business is used to mean an assignment by or with 
the authorization of the university for the purpose of furthering the business of the 
university or a trip made by invitation of another institution or person because of 
the position held by the employee with the university. 

C. Coverage is not provided 

1. While the employee is on vacation, leave of absence (except 
sabbatical), or commuting between his residence and his place of 
employ; or : 

2. For any loss resulting from suicide, disease ог medical/surgical 
treatment thereof, declared or undeclared war, racing, endurance tests, 
or participation in any speed or performance contest. 

D. Effective Duration of Coverage. The policy is effective for the duration of 
any period of covered travel commencing when the employee leaves his 
residence or place of employment, whichever occurs last, and ending upon 
his return to his residence or place of employment, whichever occurs first. 
For this purpose, any loss which occurs within one hundred days after the 
date of accident from injuries sustained during a covered accident shall be 
deemed to have occurred during the effective duration of coverage. 

E. Contributions. No contribution or application for coverage is required from 
any employee. Coverage is automatic and the university pays in full all 
premiums and administrative costs of the program. 

This program will obviate the necessity for individuals to take out personal 
accident insurance for each trip, and expenses for flight insurance are not 
reimbursable. 
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Personal Property 

The university provides insurance on the business property (books, calculators, 
typewriters, and other office equipment) personally owned by faculty members and 
professional employees while within the premises of Duke University. 

Excluded from coverage are rare books, manuscripts, bills, currency, deeds, notes 
and securities, jewelry, furs, clothing, and other personal effects covered by 
homeowners policy and not related to employment. 

This policy is on an all risks basis subject to customary policy exclusions 
including wear and tear, mechanical breakdown, nuclear reaction, and others. 

The maximum limit of liability per person is $5,000. Each claim will be adjusted 
on the actual cash value (replacement cost less depreciation) at the time of loss 
less $100 deductible per claim. 

No contribution or application for coverage is required from any employee. 
Coverage is automatic and the university pays in full all premiums and 
administrative costs of the program. 

A copy of the policy is available for review in the Office of the Insurance 
Manager, 2122 Campus Drive. 
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Appendix V 
PICKETS, PROTESTS, AND DEMONSTRATIONS 


Statement of Policy 

Duke University respects the right of all members of the academic community to 
explore and to discuss questions which interest them, to express opinions publicly 
and privately, and to join together to demonstrate their concern by orderly means. 
It is the policy of the university to protect the right of voluntary assembly, to 
make its facilities available for peaceful assembly, to welcome guest speakers, to 
protect the exercise of these rights from disruption or interference. 

The university also respects the right of each member of the academic 
community to be free from coercion and harassment. It recognizes that academic 
freedom is no less dependent on ordered liberty than any other freedom, and it 
understands that the harassment of others is especially reprehensible in a community 
of scholars. The substitution of noise for speech and force for reason is a rejection 
and not an application of academic freedom. A determination to discourage conduct 
which is disruptive and disorderly does not threaten academic freedom; it is, rather, 
a necessary condition of its very existence. Therefore, Duke University will not 
allow disruptive or disorderly conduct on its premises to interrupt its proper 
operation. Persons engaging in disruptive action or disorderly conduct shall be 
subject to disciplinary action, including expulsion or separation, and also charges of 
violations of law. 


Rule 

Disruptive picketing, protesting, or demonstrating on Duke University property or 
at any place in use for an authorized university purpose is prohibited. 

While Duke University recognizes the right to voluntary assembly, members of 
the university community must recognize that the Medical Center provides care for 
individuals needing uninterrupted medical services in tranquil surroundings. 
Accordingly, all pickets, demonstrations, mass assemblies, and protests shall be 
confined to campus areas and are strictly prohibited in or around any Medical 
Center building. 


Hearing and Appeal 

Students. Hearing committees will be appointed by the Executive Committee of 
the Academic Council to judge initially and expeditiously all cases involving students 
which arise under the regulations that pertain to pickets, protests, and 
demonstrations. The hearing committees are to be regarded as a temporary 
arrangement subject to re-examination after the report of the Committee on Judicial 
Procedures is at hand. 

A hearing committee will consist of two faculty members, one dean, and two 
students. These students will be selected from members of the judicial boards or 
governments in the undergraduate, graduate, or professional colleges or schools. The 
chairman of the hearing committee will be designated by its members. 

The hearing committee will conduct its proceedings in accordance with academic 
due process. 

The decision of the hearing committee shall be final if the accused is exonerated 
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or if there is no appeal. In other cases appeal may be taken (о the president, in 
which case such appeal shall be solely on the record of the proceedings before the 
hearing committee. Argument on appeal shall be written submission, but the 
president may in addition require oral argument. 

Faculty. The procedures for faculty members will follow the arrangements 
provided under the regulations for the guarantee of tenure in the university. 


Amendments 
These regulations on pickets, protests, and demonstrations may be changed or 
amended by the university at any time but any such change or amendment shall be 


effective only after due notice or publication. These regulations supersede any 
regulations heretofore issued on the subject. 
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Appendix W 
STATEMENT OF POLICY ON SEXUAL HARASSMENT 


Introduction 

Sexual harassment has been described as a serious and widespread problem in the 
American workplace, including universities, and Duke University is committed to 
fostering a working environment free from sexual harassment. 

It is the responsibility of all persons in the university community to conduct 
themselves in a way that will contribute to such an environment. In particular, 
supervisors, administrators and faculty must be aware of the problem. To that end, 
this policy will be incorporated in the Faculty Handbook, the University Policy 
Manual, the Personnel Policy Manual, and the Hospital Policy and Procedure Manual. 
In addition, information as to definition and description of sexual harassment may 
be obtained from the associate university counsel (684-3955), the special assistant to 
the president (684-6578), or the assistant vice-president for human resources (684- 
2826). 


Policy 

A. Sexual harassment by any member of the university is a violation of both 
law and university policy and will not be tolerated within the university 
community. This policy is issued in order to make clear the university’s 
official attitude toward sexual harassment in employment within the 
university organization. 

In addition, the Academic Council has established a faculty-student policy which 
controls in the faculty-student relationship (see separate policy/procedure statement 
attached). 

B. The definition of sexual harassment used by the university is that of the 
Equal Employment Opportunity Commission, as follows: sexual harassment is 
defined as unwelcome sexual advances, requests for sexual favors, and other 
physical and expressive behavior of a sexual nature, where: 

1. Submission to such conduct is made either explicitly or implicitly a 
term or condition of employment; 

2. Submission to or rejection of such conduct by ап individual is used 
as the basis for employment decisions affecting the individual; or 

3. Such conduct has the purpose or effect of substantially interfering 
with an individual’s work performance or environment. 

C. This policy seeks to provide an opportunity for responsible expression of 
any problem with or complaint of sexual harassment. Consequently, any act 
by a member of the university of reprisal, interference, or restraint against 
an individual for using this policy is an action violating this policy. 

. False allegations of sexual harassment are also a violation of this policy. 

. Any person in a position of authority who fails to act promptly in response 
to a sexual harassment complaint that has come to his attention is in 
violation of the policy. 


mo 


Procedure 
There are two ways for individuals to report and resolve sexual harassment 
complaints. The first involves administrative reporting and review. The second 
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involves a formal investigation by a complaint commitiee. 
A. Administrative reporting and review. 

1. In appropriate circumstances, a person who believes he has experienced 
sexual harassment should report the incident(s) to the administrative 
official most directly concerned. In the event that this course of 
action is not appropriate, the individual may elect to go to the 
official’s supervisor or to contact one of the resource persons 
indicated in (B) below. 

2. The individual and/or administrative official may discuss the incident 
confidentially with these persons in the university who are experienced 
in administrative complaint resolution: the ombudsman (for faculty 
only), the chairman of the Academic Council or president, the 
assistant vice president for human resources or his designee, or one of 
three other persons who will be identified upon inquiry to the offices 
of the provost, the senior vice-president for administration, or the 
dean of the Medical School/executive vice-president. 

3. Remedial actions taken by administrative officials will depend on the 
severity of the incident. An admission of guilt, an acknowledgement of 
an oral warning, a promise not to commit such an abuse again, or 
other action taken to provide appropriate relief for the aggrieved 
party may be sufficient resolution. In appropriate circumstances, sexual 
harassment may result in dismissal from the university. 

4. Whether or not there is finding of sexual harassment, a record of the 
incident including the names of the parties involved and its resolution 
will be submitted to the special assistant to the president and 
maintained in a confidential file of such records. 

5. The person accused of sexual harassment and the person filing the 
complaint may inspect the record of the incident to which he is a 
party and may also submit a statement for the file. 

B. Complaint committee review procedures. 

1. Where resolution by the administrative action described above cannot 
be effected, or where the aggrieved individual wishes to present his 
case directly to a committee of peers, the complaint will be submitted 
in writing to the chair of the sexual harassment complaint committee. 

2. The committee and its chair will be appointed by the Committee of 
Executive Officers (CEO) and will consist of eight members, including 
four faculty representatives. A strong effort will be made to achieve a 
balance of representation as to sex and disciplinary or departmental 
division. The committee will be appointed for two years, at the end of 
which period its activity will be reviewed by the CEO and a decision 
made as to continuation or revision of the procedure. The officers 
conducting the review may utilize existing committees for consultation. 

3. Upon receipt of a complaint, the chair of the standing committee will 
assemble an appropriate ad hoc group to investigate the complaint as 
expeditiously as possible and report to the full committee. The 
committee shall make its recommendations ccncerning the complaint to 
the appropriate officer(s) of the university: the provost, the senior 
vice-president for administration, or the dean of the Medical 
School/executive vice-president. 

4. The decision rendered by the provost, the senior vice-president for 
administration, or the dean of the Medical 5сһоо1/ехесшіуе vice- 
president may be appealed by either party to the president, whose 
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decision in the matter is final, with the exception that a faculty 
dismissal decision is subject to review by the faculty hearing 
committee. (See Appendix C of this handbook.) 

5. All records of proceeding shall be submitted to the special assistant to 
the president and maintained in a confidential file of such records. 


Statement Regarding Sexual Harassment of Students 


I. Preamble: 

Definition. Sexual harassment of students in an academic environment is 
understood to be the intentional misuse of authority by a faculty member or an 
administrator by conduct focusing on the sexuality of a student in the academic 
context. 

Example. Sexual harassment can take a variety of forms, from verbal suggestion 
or innuendo and repeated physical overtures to requests for sexual relationship 
accompanied by implied or overt threats or inducements concerning a student’s 
grades, recommendations, academic progress, or professional standing. 

Policy. Sexual harassment may be egregious or less serious. Regardless of degree, 
it abuses academic relationships and has no place in the university. The procedures 
followed at Duke University are designed to provide a forum for informal 
exploration and resolution, mediation, counseling, fact-finding for determining 
probable cause as well as for the imposition of appropriate sanctions. Sexual 
harassment may rise to the level of misconduct justifying dismissal. 


II. Procedures: 

A. The provost will appoint a committee consisting of two faculty members, 
two students, and two administrators, with an equal number of men and 
women. The terms of service will be for two years, renewable twice, and 
the terms will be staggered. In addition he will appoint a professional 
counselor as a staff member of the committee. The Executive Committee of 
the Academic Council will nominate the faculty members of the committee; 
the provost will select two students, one male and one female, from a slate 
of nominations submitted by ASDU and by the Graduate and Professional 
Students Council. After consultation with the Executive Committee of the 
Academic Council, the provost will appoint the two administrators from the 
ranks of those administrators who are not academic deans nor have 
reporting relationships to academic deans. They might, for example, be 
appointed from the Office of Student Affairs or from the Office of 
Counseling and Psychological Services. 

The Executive Committee of the Academic Council, after consultation with the 
student organizations, will nominate one of the two faculty members to chair the 
committee. The chairman should be encouraged to accept the appointment for at 
least two terms. 

B. The names and office numbers of the members of this committee shall be 
publicized, and students shall be invited to discuss with any member of the 
committee any incident that a student perceives as sexual harassment. 
Committee members will inform the chairman, when it appears appropriate, 
of such contacts and may discuss the incident informally with other 
members of the committee. 

C. The chairman shall convene the committee if further action is considered 
necessary. | 

1. Prior to the time the committee determines whether a complaint should 
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be formally investigated, опе ог more members of the committee may 
discuss the complaint with the faculty member or administrator without 
in any way disclosing the identity of the complaining student. 

2. Committee members (or the committee) in discussing the complaint 
with the student should offer counseling services through the 
committee and should explain the options of mediation and resolution 
and fact-finding for determining probable cause. After the initial 
discussions, the committee member (or the committee) and the student 
may come to the conclusion that sexual harassment did not, in fact, 
occur, and the case shall be dropped. 

3. After the discussion with the complaining student and any informal 
discussion with the faculty member or administrator, the committee 
shall determine whether to initiate a formal investigation of the 
complaint. If the committee decides to initiate an investigation, the 
accused faculty member or administrator shall be informed and the 
name of the complaining student disclosed to him. 

4. In carrying out the investigation, the involved faculty member or 
administrator shall be apprised of the evidence that had been 
submitted to or gathered by the committee. The faculty member or 
administrator shall be given a fair opportunity to respond to such 
evidence as well as to present any additional evidence that the faculty 
member consider relevant. 

5. After this investigation the committee may find that the incident does 
not warrant further proceedings or may resolve the dispute in a 
manner that is accepted by all parties involved. If the dispute cannot 
be resolved in one of these two ways, and the committee has found 
probable cause the committee shall forward the information it has 
collected, a report summarizing this information, and the committee’s 
evaluation of the information to the dean of the school of the accused 
faculty member or administrator. 

The dean, after considering the information presented him by the committee, 
shall determine the action which he considers appropriate. The dean shall inform the 
faculty member or administrator by letter of the dean’s decision and of the faculty 
member’s right to a hearing. If the faculty member does not request a hearing, the 
letter shall become a part of the faculty member’s file and the specified corrective 
action shall be taken. i 

D. If the complaining student or the faculty member requests a hearing, a 
hearing shall be held to determine whether the faculty member had engaged 
in sexual harassment. 

1. The hearing shall be held before the provost or his designate who 
shall determine the procedures to be followed. If the provost finds 
that no sexual harassment occurred, no action shall be taken against 
the faculty member and no record of the complaint shall appear in his 
file. If the provost finds that sexual harassment occurred, he shall so 
inform the parties and determine any corrective action to be taken. 
The decision of the provost may be appealed, by either the student or 
the faculty member, to the president. 

2. If the corrective action determined by the provost is dismissal, a 
further hearing shall be conducted in accordance with the procedures 
for cases involving faculty dismissal (see Appendix C, Section V.). 


Ш. Records: 
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A. Тһе chairman of the committee shall keep records of each complaint. These 
) records should, at least, include (1) the sex of the complaining student апа 
faculty member or administrator involved, (2) the student-faculty or 
student-administrator relationship, (3) the school or department involved, (4) 
the nature of the complaint, and (5) the action of the committee only; they 
should be retained in the committee files for ten years and then destroyed. 
B. The committee shall prepare an annual report of its activities, which shall 
retain complete confidentiality as to the names of persons involved. This 
report will be sent to the president, the provost, the Executive Committee 


of the Academic Council, ASDU, and the Graduate and Professional Students 
Council. 
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Appendix Х 
UNIVERSITY PUBLICATIONS 


The following is a list of university publications which either have been 
mentioned in the text of the Faculty Handbook or are considered sufficiently 
relevant to faculty affairs to warrant mention at this time. No attempt was made to 
make this a comprehensive list of all publications generated by offices or 
departments within the university. It should also be noted that not all of the 
publications cited have been recently revised. To obtain copies of specific titles or 
more up-to-date information than that contained in a given publication, the issuing 
office should be contacted. 


Bulletins of Duke University 

The bulletins of Duke University series consists of eleven distinct titles, each 
describing a separate academic program or set of programs. Editorial and production 
responsibilities for the bulletins lie in the Bulletins Office which reports to the 
Office of the Provost, although the separate schools are responsible for revisions 
and distribution. 

Undergraduate Instruction, annual, Office of the Assistant Dean of Trinity 
College. 

Includes undergraduate course descriptions, financial aid information, and other 
university policies of interest to undergraduates as well as information pertaining to 
summer educational programs. 

Bulletins of the Graduate School and each professional school are issued 
annually. Each describes course offerings and requirements for graduation. Copies 
may be obtained from the respective admissions office of each program. The titles 
of these bulletins are as follows: 

Graduate School 

Graduate School--(short form) 

The Divinity School 

The School of Forestry and Environmental Studies 

The School of Law 

The Medical School 

Fuqua School of Business 

Marine Laboratory, annual, the Marine Laboratory. Describes programs and 
courses available to upperclass and graduate students, admissions requirements, and 
general information about facilities in Beaufort, NC. 

Information for Prospective Students, annual, Office of Undergraduate 
Admissions. Provides basic information about the various undergraduate schools in 
the university, their admissions requirements, financial aid policies, and general 
characteristics of residential life. 

Information and Regulations--Undergraduate Colleges and Schools, annual, Office 
of Student Affairs. Identifies people, offices, and services at Duke University. It 
also includes university policies and judicial codes. Of particular interest to members 
of the faculty are the sections on student records and plagiarism. 


General Publications 
Duke Dialogue. Duke Dialogue is a newspaper published by the Office of 
University Relations for Duke faculty and staff and providing information about 
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current Duke research, scholarship, university news, and calendar. It is published 
weekly during the academic year and biweekly during the summer. 

Duke University Policy Manual, 1982, Office of the President, revised 1982. 
This publication, updated periodically, includes policies that encompass all areas of 
the university. 

Publications of the Faculty of Arts and Sciences, 1973-75, Office of the Dean of 
Arts and Sciences. A listing of books, articles, and other publications written by 
members of the Arts and Sciences faculty and other academic staff since 1973. 

Faculty Benefits Handbook, 1987, Benefits and Records Office, Department of 
Human Resources. This handbook is revised periodically by the Faculty Compensation 
Committee, which is appointed by the president. It contains a description of faculty 
benefits pertaining to such items as hospital care, life insurance, social security, 
and retirement. Also included are checklists of procedures for new faculty members 
and for faculty members going on leave. Current information may be obtained from 
the director of benefits and records. 

Staff Benefits and Policy Handbook, 1987, Office of Benefits and Records Office, 
Department of Human Resources This handbook describes benefits for professional 
employees in the university who are neither members of the faculty nor covered by 
ihe Federal Wage and Hour Law. 

Personnel Policy Manual, \oose-leaf format updated several times each year, 
Department of Human Resources. This is a comprehensive listing of university 
policies and regulations that govern employees under the Federal Wage and Hour 
Law. Supplies of this manual are limited, but each department should have a copy. 

Supervisor's Handbook, \oose-leaf, issued іп 1982, Department of Human 
Resources. This handbook alerts the supervisor to the essential policies and 
procedures he should know in order to work effectively as a supervisor at Duke 
University. 

General Accounting Procedures, irregular, Office of Accounting Operations. This 
two-volume, loose-leaf collection of account definitions and codes should be found 
in most departments or major units on campus. A practical application of this 
manual is the deciphering of computer-produced budget statements for departments. 

Duke University Telephone Directory, annual, Directory Office, Tel/Com. In 
addition to office and home telephone numbers and addresses of faculty, students, 
and staff, the directory includes a campus map, schedule of events, and a listing of 
toll-free numbers. 

Duke University Department of Health, Physical Education and Recreation 
Handbook, annual, the Department of Health, Physical Education, and Recreation. A 
description of athletic facilities and events is contained in this brochure. 

The Financial Report, annual, Office of the Vice-President for Business and 
Finance. A summary of revenues by source and expenditures by type is contained in 
the report, which may be found in the University Archives. 


Minutes of Meetings 

Academic Council. Summary minutes are distributed to all members of the faculty 
through the Duke Dialogue. Copies of the full minutes are sent to members of the 
Academic Council and are also located in the University Archives and at the 
reference desk of Perkins Library. 

Undergraduate Faculty Council of Arts and Sciences. Minutes of UFCAS meetings 
are distributed to faculty members and may be found in the University Archives. 

Engineering Faculty Council. Minutes of EFC meetings are distributed to the 
faculty members of the School of Engineering. Copies are available in the Office of 
the Dean. 
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Minutes of the Faculty of the School of Nursing. The minutes of the meetings of 
the faculty of the School of Nursing are circulated to all faculty members of the 
school. Copies are available in the Office of the Dean. 


Journals from Duke University Press 

American Literature, quarterly. Published in cooperation with the American 
Literature Section of the Modern Language Association of America. It is regarded as 
the leading periodical in its field. Book reviews. 

Duke Mathematical Journal, quarterly. An international journal dealing with all 
aspects of mathematics. 

Ethnohistory, quarterly. The official journal of the American Society for 
Ethnohistory. Emphasizes the joint use of documentary materials and ethnographic 
data, as well as the combination of historiographic and anthropological approaches, 
in the study of social and cultural processes and history. 

Hispanic American Historical Review, quarterly. Published in cooperation with the 
Conference on Latin American History of the American Historical Association. Book 
reviews. 

History of Political Economy, quarterly. Deals with the development of economic 
analysis and its relation to intellectual and social history. Book reviews. 

Journal of Forest History, quarterly. Published by the Forest History Society 
since 1957, and in association with Duke University Press since 1984, the journal is 
dedicated to advancing understanding of the human use, conservation, and 
appreciation of forest resources. 

Journal of Health Politics, Policy and Law, quarterly. Focuses on the initiation, 
formulation, and implementation of health policy. 

Journal of Medieval and Renaissance Studies, semi-annual. An interdisciplinary 
journal discussing the transition from the Middle Ages to the Renaissance. 

Journal of Personality, quarterly. Deals with scientific investigations in the field 
of personality. 

Social Science History, quarterly. Presents innovative research by historians, 
sociologists, anthropologists, political scientists, and demographers, providing an 
interdisciplinary forum for longitudinal analyses and studies with consciously 
theoretical orientations. 

Social Science Computer Review, quarterly. Established in 1982 to meet the needs 
of social scientists interested in acquiring and sharing research and teaching 
applications of microcomputing. 

South Atlantic Quarterly, quarterly. A humanities review, publishing essays of 
current interest in literature, history, politics, and the arts. 


Other Journals Published by Duke University 

Duke Law Journal, six times a year. The Duke Law Journal follows the American 
law school tradition of student-managed legal publications, forming an integral part 
of the storehouse of scholarly writing in the profession. Each issue includes articles 
by law teachers and practitioners, as well as writings by selected students, on 
matters of current interest in the field. 

Greek, Roman, and Byzantine Studies, quarterly. An international journal devoted 
to the Hellenic tradition from antiquity to the end of the Byzantine Empire, GRBS 
publishes scholarly articles on every aspect of the Greek world: its literature and 
language, philosophy and religion both classical and Christian, art, archaeology, and 
history. The staff also publishes two supplementary series: Greek, Roman, and 
Byzantine Monographs and Greek, Roman, and Byzantine Scholarly Aids. 

Law and Contemporary Problems, quarterly. Each issue is devoted to a particular 
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topic of current interest, explored from legal and other relevant disciplinary 
perspectives. 
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PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 


FNAME 


HELEN 
EDNA 
ANGELA M. 
IDA H. 
CATHY 

М. LOUISE 
JOAN V. 
MARCY K. 
TERESA 
MARY 
CAROL 
ALICIAN 
LYNN 
ALISON 
MARIAN 
JANE 
JULIA 
JENNIFER 
DONNA 
ELAINE 
ANNE 

ALMA 

JANE 
CALLA 
DOROTHY 
KATHARINE 
SARA 
DEBORAH 
PAMELA 
NELL 
SHEILA 
EMMA 
KATHLEEN 
FIONA 
PATRICIA 
SUSAN 
RACHEL 
DIANNE 
KAREN 
JENNIFER 
DEBORAH 
KATHRYN 
CAROL 
DEBORAH 
ELIZABETH 
KATHRYN 
KATHARINE 
CATHERINE 
NANCY 
THERESA 
CYNTHIA 
C. CHRISTINE 
NANCY 
LINDA 
DEBORAH 
JACQUELINE 
KHIN 
PAMELA 
MARY 
VIRGINIA 


LNAME 


SOLTERER 
ANDREWS 
O'RAND 
SIMPSON 
LAURIE 
ROTH 
RUDERMAN 
UYENOYAMA 
BERGER 
FULKERSON 
NOREN 
QUINLAN 
MAGUIRE 
ASHTON 
BURKE 
BUTT 
EDELL 
FRANCIS 
PHILBRICK 
ROMANELLI 
TSUI 
BUEHLER 
LLOYD 
RAYNOR 
SPANGLER 
BARTLETT 
BEALE 
DEMOTT 
GANN 
CANT 
COUNCE 
JAKOI 
SMITH 
CLEMENTS 
ESTOK 
GUBERT 
NUNN 
SCOTT 
SIBERT 
TAYLOR 
STEEGE 
ANDOLSEK 
BIGELOW 
DAWSON 
DELONG 


MAGRUDER - НАВІС 


MUNNING 
SEVERNS 
ALLEN 
BLUMFELDER 
CHUA 

COX 

EARL 
FRAZIER 
GERMAN 

HI JMANS 
HLA 
HONEYCUTT 
KLOTMAN 
LIGHTNER 


DEPT 


ROMANCE LANGUAGES 
SLAVIC LANGUAGES 
SOCIOLOGY 

SOCIOLOGY 

ZOOLOGY 

ZOOLOGY 

ZOOLOGY 

ZOOLOGY 

DIVINITY 

DIVINITY 

DIVINITY 

MECHANICAL ENGR. 
FORESTRY 

FUQUA 

FUQUA 

FUQUA 

FUQUA 

FUQUA 

FUQUA 

FUQUA 

FUQUA 

HPER 

HPER 

HPER 

HPER 

LAW 

LAW 

LAW 

LAW 

ANATOMY 

ANATOMY 

ANATOMY 

ANATOMY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
BIOCHEMISTRY 

COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
COMM & FAM MEDICINE 
MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 

MEDICINE 


Раде 3 


RANKDESC 


ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
PROFESSOR 
PROFESSOR 
PROFESSOR 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
PROFESSOR 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
PROFESSOR 
ASSOCIATE 
PROFESSOR 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 


PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 


FNAME 


JANICE 
JULIA 
PAMELA 
BARBARA 
ELISE 
CYNTHIA 
NANCY 

M. JOYCE 
AMY 
ELIZABETH 
DEBORAH 
STEPHANIE 
DIANA 
LAURA 
JUDITH 
MARILYN 
KATHERINE 
RITA 
JOANNE 
SHARYN 
OLIVERA 
FRANCES 
HILDA 
RACHEL 
DOROTHY 
LAUREEN 
OLLIE 
ANN 
PATRICIA 
DEBORAH 
JUANITA 
ANNIE 
ADA 
JERRI 
BARBARA 
RUBY 
KAREN 
GALE 
VERDA 
HELEN 
DEBORAH 
JOANNE 
SHARON 
PATRICIA 
MARTHA 
DIANE 
JUDY 
SANDRA 
BARBARA 
JANE 
MARCIA 
MAUREANE 
OLA 
MARGARET 
CHERYL 
KATHERINE 
FRANCES 
BRENDA 
JANE 
REBECCA 


LNAME 


MASSEY 
MCMURRAY 
MORRIS 
NEWBORG 
OLSEN 
PAYNE 
PHILIPS 
RICO 
SAUNDERS 
SHPALL 
SKELTON 
STUDENSKI 
SUBIN 
SVETKEY 
SWAIN 
TELEN 
THOMPSON 
WILLETT 
WILSON 
ENDOW 
FINN 
WARD 
WILLETT 
BOOTH 
BRUNDAGE 
CRAY 
DAVENPORT 
FOLTZ 
HUMPHREY 
LEE 

LONG 
MCINTIRE 
MOST 
OEHLER 
SYNOWIEZ 
WILSON 
BROWN 
HILL 
HUNTER 
KAY 
METZGER 
PISCITELLI 
RUPP 
SALING 
TIMMONS 
HATCHELL 
SEABER 
BIGNER 
CRAIN 
ELCHLEPP 
GOTTFRIED 
HOFFMAN 
MELHUS 
SCHMIDT 
SZPAK 
TABATOWSKI 
WIDMANN 
ARMSTRONG 
BRAZY 
BUCKLEY 


DEPT 


MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MICROBIO & IMMUNOLOGY 
MICROBIO & IMMUNOLOGY 
MICROBIO & IMMUNOLOGY 
MICROBIO & IMMUNOLOGY 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 
NURSING 

GYN 

GYN 

GYN 

GYN 

GYN 

GYN 

GYN 

GYN 

GYN 
OPHTHALMOLOGY 
OPHTHALMOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PATHOLOGY 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 


888888888 


Раде 4 


RANK 


ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSISTANT 
PROFESSOR 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
PROFESSOR 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
PROFESSOR 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSOCIATE 
ASSISTANT 
ASSOCIATE 
PROFESSOR 
ASSISTANT 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSOCIATE 
PROFESSOR 
ASSOCIATE 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSISTANT 
ASSOCIATE 
ASSISTANT 


DESC 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROreSSOR 


PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 
PROFESSOR 


PROFESSOR 


FNAME 


SARA 
ROSALIND 
NANCY 
PATRICIA 
LAURA 
ELIZABETH 
JOANNE 
JEANNINE 
MARY 

MARY 
SHIRLEY 
CATHERINE 
DEBORAH 
MARJORIE 
MARY 

RITA 
CATHERINE 
CYNTHIA 
ROCHELLE 
ELEANOR 
PAMELA 
JANET 
GRACE 
ELIA 
CELIA 
ANN 
JACQUELINE 
JUDITH 
ELAINE 
MAXINE 
LINDA 
KAREN 
YOSHIE 
LISA 
VANNIE 
JACQUELYNE 
DIANE 
JANE 
AGLAIA 
LINDA 
SUSAN 

$. CLAIRE 
ILENE 
ANNA 
JOANNE 
ANNE 
STELLA 
ANNE 
BARBARA 
CAROLINE 
CIRRELDA 
KATE 
BARBARA 
LINDA 
CLAIRE 


Number of Observations: 235 
N.B.: Excludes P. Cotanch in Nursing who terminated 9/30/87 


LNAME 


CHAFFEE 
COLEMAN 
FRIEDMAN 
GERBER 
GUTMAN 
KELLEY 
KURTZBERG 
LEATHERMAN 
MARKERT 
MORRIS 
OSTERHOUT 
ROSE 
SQUIRE 
TRIPP 
VERNON 
VILEISIS 
WILFERT 
KUHN 
SCHWARTZ 
BRANCH 
DUNCAN 
GWYER 
HORTON 
VILLANUEVA 
BONAVENTURA 
LEFURGEY 
REYNOLDS 
CARROLL 
CROVITZ 
FLOWERS 
GEORGE 
GIL 
GORDON 
GWYTHER 
HODGES 
JACKSON 
MEGLIN 
MOORMAN 
O' QUINN 
ROGHELIA 
SCHI FFMAN 
SELZER 
SIEGLER 
STOUT 
TURNBULL 
TYSON 
WAUGH 
BROWER 
CARROLL 
CHILES 
COOPER 
FEINSTEIN 
HERTZBERG 
LEITHE 
POYET 


DEPT 


PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PHARMACOLOGY 
PHARMACOLOGY 
PHYSICAL THERAPY 
PHYSICAL THERAPY 
PHYSICAL THERAPY 
PHYSICAL THERAPY 
PHYSICAL THERAPY 
PHYSIOLOGY 
PHYSIOLOGY 
PHYSIOLOGY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
PSYCHIATRY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 


NEW WOMEN FACULTY 


Page 1 

RANKDESC FNAME 
ASSOCIATE PROFESSOR LINDA 
PROFESSOR ANNE 
ASSOCIATE PROFESSOR REGINA 
ASSISTANT PROFESSOR MONICA 
PROFESSOR BARBARA 
ASSISTANT PROFESSOR STEPHANIE 
ASSOCIATE PROFESSOR CATHY 
ASSISTANT PROFESSOR TERESA 
ASSISTANT PROFESSOR JENNIFER 
ASSOCIATE SUSAN 
ASSOCIATE KAREN 
ASSOCIATE C. CHRISTINE 
ASSOCIATE NANCY 
ASSOCIATE AMY 
ASSOCIATE DEBORAH 
ASSOCIATE DIANA 
ASSOCIATE PROFESSOR JOANNE 
ASSOCIATE ANN 
ASSISTANT PROFESSOR MARTHA 
ASSOCIATE OLA 
ASSOCIATE KATHERINE 
ASSOCIATE SARA 
ASSOCIATE ELIZABETH 
ASSOCIATE CATHERINE 
ASSISTANT PROFESSOR JANET 
ASSOCIATE JUDITH 
ASSOCIATE STELLA 
PROFESSOR ANNE 
ASSISTANT PROFESSOR KATE 
ASSOCIATE LINDA 
Number of Observations: 30 


9/2/86 - 9/1/87 


LNAME 


MCGOWN 
KRUEGER 
SCHWARTZ 
GREEN 
SMITH 
ЗТЕВЏЕТН 
LAURIE 
BERGER 
FRANCIS 
GUBERT 
SIBERT 
сох 

EARL 
SAUNDERS 
SKELTON 
SUBIN 
WILSON 
FOLTZ 
TIMMONS 
MELHUS 
TABATOWSKI 
CHAFFEE 
KELLEY 
ROSE 
GWYER 
CARROLL 
WAUGH 
BROWER 
FEINSTEIN 
LEITHE 


DEPT 


CHEMISTRY 
ECONOMICS 
ENGLISH 
HISTORY 
LITERATURE 
ROMANCE LANGUAGES 
ZOOLOGY 
DIVINITY 

FUQUA 
ANESTHESIOLOGY 
ANESTHESIOLOGY 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
MEDICINE 
NURSING 

OB GYN 
PATHOLOGY 
PATHOLOGY 
PEDIATRICS 
PEDIATRICS 
PEDIATRICS 
PHYSICAL THERAPY 
PSYCHIATRY 
PSYCHIATRY 
RADIOLOGY 
RADIOLOGY 
RADIOLOGY 


WOMEN APPOINTED AS ASSOCIATES OR ASSISTANT PROFESSORS FROM OTHER 
NON TENURE-TRACK POSITIONS IN THE UNVERSITY 


Assistant Professor 
Assistant Professor 
Associate 
Associate 
Associate 
Associate 
Assistant 
Associate 


Professor 


NB: 


Associate 
Associate 


Patricia Wright 
Mary Fulkerson 
Patricia Estok 
Pamela Honeycutt 
Laureen Cray 
Deborah Lee 

Mary Markert 
Linda Roghelia 


Marion 
Janet 


Griffiths 
Wathey 


Anthropology 
Divinity 
Anesthesiology 
Medicine 
Nursing 
Nursing 
Pediatrics 
Psychiatry 


Excludes two women who were appointed and terminated during 1986/87 -- 


Medicine 
Psychiatry 
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Absences 6/13 
Instructors’ 6/13 
Students’ 6/13 
see also Excused Absences 
Academic Affairs Committee A/10, N/4 
see also Board of Trustees 
Academic Calendar 1/8, A/15 
Academic Council 2/2-3, B/1-5 
Executive Committee B/3-5 
Bylaws B/1-5 
Chairman B/3-5 
Academic Dishonesty 6/2 
Academic Facilities Office 8/9 
Academic Freedom 4/1, C/1-C/3 
Academic Peer Review 4/8 
Academic Tenure C/1-C/3, 4/1 
Academic Year 1/8, 4/2, A/15 
Advisory Committee on Appointment, Promotion, and Tenure 3/1, 3/4, 3/5, 4/2 
Advisory Committee on Distinguished Professorships 4/2, N/1 
Accident Insurance U/1 
Admissions and Awards Committee 2/4 
Advanced Degrees 4/1 
Alumni Affairs 1/7 
American Association of University Professors 2/5, 5/7 
Animal Research 5/9 
Appointment, Promotion and Tenure 3/1-5, A/13, A/14, D/10-15 
Tenure-Track Positions 3/2 
Annual Reviews 3/2 
Reappointment 3/2 
Appointments 3/3, 4/9, 4/10 
Dossier 3/4 
Responsibilities of dean 3/4 
see also Advisory Committee on Appointment, Promotion, and Tenure; names of 
individual professional schools 
Archives, see University Archives 
Assistant Vice-President and Investment Officer 1/6 
Associate Vice-President and Corporate Controller 1/6 
Associate Vice-President for Administration 1/6 
Athletic Council 1/7 
Attendance, see Classes--Attendance 
Auto Rental Discounts 8/1 


Basic Sciences 2/5, J/1-J/5 
Procedures for Appointment, Promotion, and Tenure J/1-J/5 
Basic Sciences Faculty Steering Committee 2/5 
Block Scheduling, see Examinations 
Board of Trustees 1/1, 1/4, 2/1, 4/9, A/1-11 
Executive Committee 2/1, A/5-14, 
Trustee Emeriti A/5 
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see also names of individual committees 
Building and Grounds Committee 1/1, 8/8, A/9, A/10 
see also Board of Trustees 
Bulletins of Information and Regulations 6/2 
Bulletins, see Duke University Bulletins 
Buses, see Campus Transportation 
Business and Finance Committee 1/1, A/9 
see also Board of Trustees 
Bylaws of the Professional Schools; see individual professional schools 


Cafeterias, see Dining Facilities 
Calendar, see Duke University Calendar, Academic Calendar 
Campus Mail, see Mail Service 
Campus Transportation 8/2 
CAPS, see Counseling and Psychological Services 
Carrels, see University Libraries--Study Carrels 
Cash Advances 8/2 
Center for Health Policy Research and Education 3/1 
Center for International Studies 3/1 
Chancellor for Health Affairs A/12 
Charter, see Duke University Charter 
Cheating, see Academic Dishonesty 
Classified Research 5/8 
Classes: 
Attendance 6/1 
Changes 6/2-4 
Repetition of 6/9 
Rolls 6/4 
Scheduling 6/1, 6/13 
Withdrawal 6/2-4, 6/11 
Classroom Reservations 8/2 
Clinical Faculty, see Faculty, Rank and Title 
Code of Federal Regulations P/2 
College Work-Study 6/14 
Commencement Committee N/2 
Committee on Faculty Emeriti N/2 
Committee on Institutional Advancement 1/1, A/10 
see also Board of Trustees 
Committees, see names of specific committees 
Compensation 4/2 
Salary Determination for Term of Academic Appointment 4/2 
Salary Supplement 4/3 
Substitutive Compensation 4/2 
Supplementai Remuneration 4/3 
Supplementary Pay 4/3 
Computation Facilities 8/2, 8/3 
Conflict of Interest 5/7, O/1-/4 
Conflict Situations O/2, O/3 
Consulting 5/7, O/3 
General Policy Statement O/1 
Prevention of O/2-4 
see also Joint Statement of the American Council on Education 
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Conflict of Interest Committee О/1 

Consulting, see Statistical Consulting, Conflict of Interest 
Continuing Education 1/5 

Copy Center 8/3 

Corporate Controller 1/6 

Cost Sharing 5/5, 5/6 

Counseling and Advising Students 6/5 

Counseling and Psychological Services 6/5 


Dean of the Medical School and Executive Vice-President (DMS/EVP) 1/2, 1/3 
Review C/6 
Departments 1/4 
Department of Health and Human Services P/1 
Regulations P/1-7 
Dining Facilities 8/3 
Director of Human Resources 1/6 
Director of Internal Audit 1/7 
Director of Public Safety 1/6 
Distinguished Professorships 4/1-4/2 
Divinity School 1/3, 5/5, 6/2, 6/11, F/1 
Governance 2/4 
Educational Affairs Council 2/4 
Procedures for Appointment, Promotion and Tenure Е/1 
Duke Endowment 4/2 
Duke Forest 8/10 
Duke Health Service 8/6 
Duke Homesites T/1, T/2 
see also Homesites Administration Committee 
Duke Temporary Service 8/3, 8/4 
Duke University Bulletins X/1 
Duke University Bylaws A/6-15 
Duke University Calendar 1/8, 8/4 
see also Academic Calendar 
Duke University Charter A/4, A/5 
Duke University Indenture of Trust А/1, A/2 
Duke University 1/1-8, A/1-15 
Duke University Press 8/4-5 
Duke University Preventive Approach to Cardiology 8/10 
Duke University Stores 8/10 


Educational Records 6/6, R/1-5 
Correction of R/4 
see also Family Education Right and Privacy Act, Students Records 
Educational Affairs Council 2/4 
see also Divinity School 
Educational Facilities Committee 
Emeritus, see Professors Emeriti, Board of Trustees--Trustees Emeriti 
Endowment, see Duke Endowment 
Engineering Faculty Council 2/3 
see also School of Engineering 
Engineering School, see School of Engineering 
Equal Opportunity Officer 1/8 
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Equipment and Grant Transfers 5/6 
Evaluation of Faculty by Students 
Examinations 6/7, 6/8 
Excused Absences 6/13 
Field Trips and other Off-Campus Programs for Students 6/13 
Severe Weather Policy 6/13 
Executive Committee, see Academic Council, Board of Trustees, Graduate School, 
School of Forestry and Environmental Studies, Undergraduate Faculty of Arts and 
Sciences 
Executive Vice-President for Administration and University Counsel 1/2, 1/6, A/12 
External Consulting 5/7, O/2-3 
Faculty: 2/1, A/13 
Appointment, Promotion, and Tenure 3/1-5 
Bylaws B/1, D/1 
Joint Appointments 2/2 
Meetings 2/2 
Membership 4/8 
Office Hours 6/1 
Rank and Title 2/1, A/13 
Resignation 4/8 
Responsibilities 2/1, 6/1-14 
see also Instructors; names of individual schools; Compensation 
Faculty and Student Activities 6/9 
Faculty Club 8/10 
Faculty Committee on Elections N/3 
Faculty Compensation Committee N/3 
Faculty Council of the School of Forestry and Environmental 
Studies 2/4 
Faculty Hearing Committee 4/1, 4/3, C/3, C/4, M/1-6 
Hearing Procedures C/3, C/4, M/3, M/4 
Appeals M/5 
Records M/6 
Faculty Participation in the Appointment and Retention of Administrators C/5-C/7 
Review C/6, C/7 
Search C/5 
Faculty Recruitment 4/4 
Faculty Responsibility to Students 6/1-14 
Class Attendance 6/1, 6/13 
Course Content 6/1 
Grading 6/1, 6/8, 6/9 
Letters of Recommendation 6/1, 6/6 
Office Hours 6/1 
Scheduling of Examinations, Papers 6/1, 6/7, 6/8 
Syllabuses 6/1 
Family Education Rights and Privacy Act 6/6, R/1-R/5 
see also Educational Records 
Federal Government; see Grant Application Procedures, Indirect 
Cost Recovery, Conflict of Interest, Patents 
Field Trips, see Classes--Field Trips, Excused Absences 
Final Examinations, see Examinations 
Financial Report X/2 
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Fiscal Year 1/8, A/15 
see also Duke University Calendar 
Fund-Raising Solicitation 8/5 
Fuqua School of Business 1/3, 2/4, 5/5, 6/11 
Dean’s Advisory Council 2/4 
Faculty Bylaws H/9-11 
Governance 2/4 
Procedures for Appointment, Promotion, and Tenure H/1-8 
Library, 7/5 


General Accounting Procedures X/2 
Gifts of Tangible Personal Property 8/5 
Government-Sponsored Research, see Grant Applications, Research 
Grades: 
Changes 6/12 
Mid-Term 6/11 
Professional and Graduate School Symbols 6/9 
Reporting 6/11, 6/12 
Undergraduate Symbols 6/8, 6/9 
Graduate Assistants, see Student Assistants 
Graduate School 2/4, 6/2, 6/13, 6/11 
Governance 2/4 
Executive Committee 1/3, 2/4 
Grant and Contract Funding 5/2 
see also Office of Research Support; Office of Grants and Contracts; Office of 
University Development; Office of Sponsored Programs 
Grant Application Procedures 5/1-5/5 
Graphic Arts Services 8/5 


Hazardous Waste 5/9 
Health Care Services 8/6 
Health Insurance, see Insurance--Health 
Hearing Committee, see University Hearing Committee 
Holidays 6/13 
Religious 6/13 
Homesites Administration Committee T/2 
see also Duke Homesites 
Human Subjects in Research 5/8, P/1-10 
see also University Review Committee; Medical Center’s Institutional Review 
Board; Department of Health and Human Services 
Human Subjects Research Committee P/8 


Identification Cards 8/6 
Illness, see Leaves of Absence 
Incomplete work, see Students--Incomplete Work 
Indenture of Trust, see Duke University Indenture of Trust 
Indirect Cost Recovery 5/4 
Industrial Sponsored Research 5/8 
Industry Guidelines, see University--Industry Guidelines 
Information, 8/6 

see also students--Information 
Injury, see Leaves of Absence 
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Institute for Statistics and Decision Sciences 3/1, 5/5 
Institutional Advancement Committee, see Committee on Institutional Advancement 
Institutional Review Board P/2-7 
Insurance U/1-2 

Travel Accident 17/1 

Health 8/6 

Personal Property U/2 
Internal Audit 1/7 
Inventions Q/1-8 

Management Q/2 

Report of Q/3 

Ownership Q/3, Q/4 

see also Patents, Technology Transfer 


James B. Duke Professorships 
see Distinguished Professorships 
Jobs for Students, see Students--Placement Services, Student Assistants 
Joint Appointments, see Faculty--Joint Appointments 
Joint Statement of the American Council on Education 5/7 
Judicial Board, see Undergraduate Judicial Board 


Keys 8/6 


Law Library 7/3, 7/4 
see also University Libraries 
Law School, see School of Law 
Leaves of Absence 4/5-8 
Illness and Injury Leaves 4/5 
Junior Faculty Leaves 4/5 
Leaves without Pay 4/5 
Long-Term Disability 4/6 
Maternity Leaves 4/6 
Sabbatical Leaves 4/6 
Lecturers, see Faculty--Rank and Title 
Libraries, see University Libraries 
Library Council 1/5 
Lost and Found 8/7 


Mail Service 8/1 
Bulk Mail 8/1 
Campus Mail 8/1-2 
Maternity Leave, see Leaves of Absence 
Meal Reimbursement Procedures 8/7 
Medical and Allied Health Education 1/3, 2/4, 2/5 
Medical Care, see Family Clinic 
Medical Center Affairs Committee 1/1, А/11 
see also Board of Trustees 
Medical Center Faculty, see Medical and Allied Health Education 
Medical Center’s Institutional Review Board 5/8 
Medical Center Library 7/4, 7/5 
Medical Research Faculty, see School of Medicine--Faculty rank and Title 
Medical School, see School of Medicine 
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Medical School Policy Advisory Committee 2/5 
Membership and Dues 4/8-9 


Nepotism 4/9 
Nursing School, see School of Nursing 


Office Hours, see Faculty--Office Hours 
Office of Gifts Records 1/6, 1/7 
Office of Government Relations 1/7 
Office of Grants and Contracts 1/6, 5/1, 5/2 
Office of Research and Development 1/5, 5/1 
Office of Research Support 1/6, 5/2 
Office of Sponsored Programs 5/3 
Office of Technology Transfer 1/5, 5/1 

see also Patents 
Office of University Development 1/6, 1/7, 5/1, 5/2 
Office of University Relations 1/7 
Ombudsman 4/3, C/3, C/4, M/1-M/6 


Parking 8/7, 8/8 
Traffic Control Office 8/7 
Part-Time Faculty, see Faculty--Rank and Title 
Pass/Fail, see Grades 
Patents Q/7, Q/8 
Patent Agreement Q/7 
Patent Committee 1/6, Q/2 
Pay Advances 8/8 
Personal Assistance Service 8/5 
Personal Computers, Purchase of 8/9 
Physical Planning 8/8 
Pickets, Protests, and Demonstrations V/1, V/2 
Policy V/1 
Hearing and Appeal V/1, V/2 
Placement Services 6/6 
Plagiarism, see Academic Dishonesty 
Police, see Public Safety Department 
Policy on Inventions, Patents and Technology Transfer 5/7; Q/1-8 
Administrative Responsibilities Q/1, Q/2 
see also Patents Committee 
Pre-major Advising Center 6/5 
President 1/1, А/11, А/12 
Review of C/6, С/7 
President’s Council on Black Affairs N/4 
Privacy Rights, see Family Education Rights and Privacy Act 
Proctoring, see Examinations 
Private Sector Contracts 5/7 
Professional Education, see Names of Individual Professional Schools 
Professional Meetings, see Membership and Dues 
Professional Schools, see Divinity School, School of Engineering, School of Forestry 
and Environmental Studies, Fuqua School of Business, School of Law, School of 
Medicine, School of Nursing 
Professors Emeriti 4/10 
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Program in Education 6/5 
Progress of a Proposal Q/17, Q/18 
Campus Q/17 
Medical Center Q/18 
Promotion, see Faculty--Promotion, and Tenure; names of individual professional 
schools 
Proposal Clearance Procedures 5/3 
Provost 1/1, 4/7, A/12 
Review of C/6 
Psychological Services, see Counseling and Psychological Services 
Publications of the Faculty of Arts and Sciences X/2 
Public Relations, see Office of University Relations 
Public Safety Department 8/9 
Publications, see University Publications 
Publicity, see Office of University Relations 


Recombinant DNA Research 5/9 
Recommendations for Students 6/1, 6/6 
Records Office, see Gifts Records Office 
Recreation 8/9 
Religious Holidays, see Holidays-Religious 
Research, see Conflict of Interest, University Research Council, Grant Applications, 
Classified Research, Recombinant DNA Research, Human Subjects in Research, 
Animal Research 
Research Assistants, see Student Assistants 
Research Faculty, see Faculty-Rank and Title 
Research Policy Committee 1/6, Q/15, Q/16 
Research Policy Governance, see Research Policy Committee 
Research Support, see Office of Research Support 
Research with Human Subjects 
HHS Regulations 
Non-Medical Center 
Resignation, see Faculty--Resignation 
Restaurants, see Dining Facilities 
Retirement, see Faculty--Retirement 
Review of Deans C/6 
Review of Dean of Medical School/Executive Vice-President C/6 
Review of President C/6 
Review of Provost C/6 


Sabbatical Leaves 4/6, A/14 
Application Procedures 4/6 
Eligibility 4/7 
Granting of 4/7 
Salaries, see Compensation 
Salary Supplements 4/2, 
School of Engineering 1/3, 2/3, 2/4, 5/5, 6/3, 6/5, 6/7, Е/1 
Bylaws E/1, E/2 
Faculty 2/3 
Procedures for Recruitment, Promotion and Tenure E/3 
see also Engineering Faculty Council 
School of Forestry and Environmental Studies 1/3, 2/4, 5/5, G/1, G/2 
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Policy for Promotion, and Tenure G/1-2 
see also Faculty Council of the School of Forestry and 
Environmental Studies 
School of Law 1/3, 2/4, 6/3, 5/5, 6/7, 6/9, 6/12, I/1 
Appointment, Promotion, and Tenure I/1 
Faculty Bylaws I/1 
Governance 2/4 
Library 7/3, 7/4, A/14, A/15 
School of Medical and Allied Health Education 
School of Nursing 6/11, K/1-4 
Appointment, Promotion, and Tenure К/4 
Faculty Bylaws K/1-3 
Searle Center 8/10 
Secretary A/13 
Selection of Library Holdings, see University Libraries-Selection of Holdings 
Sexual Harassment 6/4, W/1-5 
Policy W/1 
Procedure W/1 
see also Sexual Harassment of Students 
Sexual Harassment of Students 6/14; W/3-5 
Social Implications of Duke Investment Policies N/4 
South Atlantic Quarterly X/3 
Space, Assignment of 8/8, 8/9 
Statement of Intent, see Proposal Clearance Procedures 
Statement of Policies and Procedures Governing the Use of Human Subjects in Non- 
Medical Research P/8-10 
Statistical Charts Z/1 
Statistical Consulting 8/10 
Student Activities Building 8/12 
Student Affairs Committee 1/1, А/11 
see also Board of Trustees 
Student Affairs, Vice-President for, see Vice-President for Student Affairs 
Student Assistants 6/14 
Student Counseling, see Counseling and Psychological Services 
Student Employment, see Student Assistants 
Student Examinations, see Examinations 
Student Grading, see Grades 
Students: 
Absence from Class, see Classes--Attendance 
Advising 6/5 
Incomplete Work 6/10 
Illness 6/13 
Placement Services 6/6 
Recommendations 6/1, 6/6 
Records 6/6 
Student Withdrawal from Class, see Classes--Withdrawal 
Substitutive Compensation, see Compensation 
Summer Session 1/5, 6/4 
Supplemental Compensation, see Compensation 


Teacher-Course Evaluation Booklet 6/6, 6/7 
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Technology Transfer 5/1, О/7, 0/8 
see also Office of Technology Transfer 
Telephone Use 8/11 
Textbooks 8/1 
Tenure, see Faculty-Promotion, and Tenure, names of individual professional schools, 
Academic Tenure 
Termination, see Faculty--Termination 
Tests, see Examinations 
Traffic Control Office 8/7, 8/8 
Transportation, see Campus Transportation, Auto Rental Travel, see Auto Rental 
Travel Advances 8/2 
Travel Insurance, see Insurance--Travel Accident 
Travel Reimbursement 8/11 
Treasurer A/13 
Trinity College, see Duke University 
Trinity College of Arts and Sciences 6/2, 6/4-7 
see also Undergraduate Faculty of Arts and Sciences; Premajor Advising Center 
Trustee/Faculty Liaison Committee N/4, М/5 
Trustee Nomination Committee N/5 
Trustee Screening Committee N/5 
Trustees, see Board of Trustees 


Undergraduate Education 1/2 
Faculty of Arts and Sciences 1/2 
Faculty of School of Engineering 1/2 
Faculty of the School of Nursing 1/2 
Undergraduate Faculty Council of Arts and Sciences 2/3, D/1-15 
Articles of Organization D/5-9 
Bylaws D/2-4 
Committees D/5-9 
Executive Committee D/3-4 
Procedures for Appointments and Promotions D/10-15 
Procedures for Election D/2 
University Archives 1/6 
University Bylaws 2/1 
University Calendar, see Academic Calendar, Duke University Calendar 
University Committees N/1-6 
University Counsel 1/7 
University Distinguished Service Professorships; see Distinguished Professorships 
University Facilities 5/1-3 
Buildings and Structures S/1-2 
Open Areas 5/2-3 
University Hearing Committee 
University Indicia, Licensing of 8/6 
University--Industry Guidelines Q/9-16 
Policies Q/10-16 
Conflict of Interest Q/13 
University Judicial Board N/5, V/1, 6/2 
University Libraries 1/5, 7/1-5, A/14-15 
Administrative Structure 7/1 
Circulation 7/2 
Fines 7/2 
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Interlibrary Loan 7/2 
Reference Services 7/3 
Reserve Room 7/3 
Selection of Holdings 7/1 
Study Carrels 7/2 
University Librarian 1/5 
see also Library Council, Fuqua School of Business Library, Law Library, Medical 
Library 
University Press, see Duke University Press 
University Publications X/1-4 
University Relations, see Office of University Relations 
University Research Council 1/6, 5/1 
University Review Committee 5/8 
University Schedule Committee N/6 
University Secretary, see Secretary 
University Stationery 8/11, 8/12 
University Union Board N/5 
Vice-President for Development and Alumni Affairs 1/2 
Vice-President for Student Affairs 1/2 
Vice-President for Planning/Analysis and Treasurer 1/2, 1/6 
Visiting Faculty, see Faculty--Rank and Title, names of individual professional 
schools 


Withdrawal, Student, see Classes- Withdrawal 
Work-Study Students, see Student Assistant 


Xeroxing, see Copy Center 
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